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(6) Review its records maintenance 
program periodically to determine its 
adequacy; audit a representative sam-
ple of its paper, audiovisual, electronic, 
cartographic, and architectural files 
for duplication, misclassification, or 
misfiles; 

(7) Maintain microform, audiovisual, 
and electronic records in accordance 
with 36 CFR parts 1230, 1232, and 1234, 
respectively; 

(8) Establish and implement proce-
dures for maintaining records and non-
record materials separately; ensure 
that record materials generated elec-
tronically are clearly identified as 
records and protected from unauthor-
ized change or deletion for the length 
of their scheduled retention period; and 

(9) Establish and implement proce-
dures for the separate maintenance of 
any personal papers in accordance with 
§ 1222.36. 

(c) Agencies must ensure that: 
(1) Records in their legal custody 

sent for off-site storage are maintained 
in facilities that meet the standards 
specified in 36 CFR part 1228, subpart 
K; 

(2) The information requirements 
specified at 36 CFR 1228.154 are met; 
and 

(3) They remove their records from 
any records storage facility that does 
not correct nonconformances with the 
standards specified in 36 CFR part 1228, 
subpart K. (A facility is compliant if it 
does not have to meet the standard 
until a specific date in the future or 
compliance has been waived by NARA 
in accordance with 36 CFR 1228.238.) 
Agencies must initiate removal of the 
records from such a center within 6 
months of initial discovery of the defi-
ciencies by NARA or the agency and to 
complete removal of the records within 
18 months after initial discovery of the 
deficiencies. 

[55 FR 27423, July 2, 1990, as amended at 60 
FR 44640, Aug. 28, 1995; 64 FR 67664, Dec. 2, 
1999] 
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APPENDIX B TO PART 1228—ALTERNATIVE CER-
TIFIED FIRE-SAFETY DETECTION AND SUP-
PRESSION SYSTEMS(S) 

AUTHORITY: 44 U.S.C. chs. 21, 29, and 33. 

SOURCE: 45 FR 5705, Jan. 24, 1980, unless 
otherwise noted. Redesignated at 50 FR 15723, 
Apr. 19, 1985. 

§ 1228.1 Scope of part. 

This part sets policies and estab-
lishes standards, procedures, and tech-
niques for the disposition of all Federal 
records in accordance with 44 U.S.C. 
chapters 21, 29, 31, and 33. The disposi-
tion of documentary materials created 
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or acquired by a Federal agency, re-
gardless of physical form or character-
istics, is controlled by this part if any 
of the following conditions are met: 

(a) The materials are created or re-
ceived in the course of business and 
contain information related to the or-
ganization, functions, policies, deci-
sions, procedures, operations, or other 
official activities of the agency. Also 
included is documentation of oral ex-
changes such as telephone conversa-
tions and meetings during which policy 
was discussed or formulated or other 
significant activities of the agency 
were planned, discussed, or transacted. 

(b) The creation, retention, or dis-
position of the materials is mandated 
by statute or agency or other Federal 
regulations, directives, policies, or pro-
cedures. 

(c) The materials are controlled, 
maintained, preserved, processed, filed, 
or otherwise handled following estab-
lished agency procedures for records. 

(d) The material contains unique in-
formation, such as substantive annota-
tions, including drafts, transmittal 
sheets, and final documents or other 
materials circulated or made available 
to employees other than the creator for 
official purposes, such as approval, 
comment, action, recommendation, fol-
low-up, or to keep agency staff in-
formed regarding agency business. 

(e) The material was created or re-
ceived on an electronic mail system 
and it meets the definition of record. 
For specific instructions on the dis-
position of records created or received 
on electronic mail systems, see 36 CFR 
1234.32. 

[55 FR 27428, July 2, 1990, as amended at 60 
FR 44640, Aug. 28, 1995] 

Subpart A—Records Disposition 
Programs 

§ 1228.10 Authority. 

The head of each agency (in accord-
ance with 44 U.S.C. 2904, 3102, and 3301) 
is required to establish and maintain a 
records disposition program to ensure 
efficient, prompt, and orderly reduc-
tion in the quantity of records and to 
provide for the proper maintenance of 

records designated as permanent by 
NARA. 

[55 FR 27428, July 2, 1990] 

§ 1228.12 Basic elements of disposition 
programs. 

The primary steps in managing a 
records disposition program are given 
below. Details of each element are con-
tained in the NARA records manage-
ment handbook, Disposition of Federal 
Records ( http://www.archives.gov/ 
recordslmanagement/publications/ 
dispositionloflfederallrecords/ 
index.html). 

(a) Issue a program directive assign-
ing authorities and responsibilities for 
records disposition activities in the 
agency and keep that directive up to 
date. 

(b) Develop, implement, and main-
tain an accurate, current, and com-
prehensive records schedule. 

(c) Train all agency personnel taking 
part in the agency’s records disposition 
activities. 

(d) Publicize the program to make all 
agency employees aware of their 
records disposition responsibilities. 

(e) Evaluate the results of the pro-
gram to ensure adequacy, effective-
ness, and efficiency. 

[55 FR 27428, July 2, 1990, as amended at 66 
FR 27027, May 16, 2001; 67 FR 43253, June 27, 
2002] 

Subpart B—Scheduling Records 

SOURCE: 55 FR 27429, July 2, 1990, unless 
otherwise noted. 

§ 1228.20 Authorities. 
(a) The head of each agency shall di-

rect the creation and preservation of 
records containing accurate and com-
plete documentation of the organiza-
tion, functions, policies, decisions, pro-
cedures, and essential transactions of 
the agency (44 U.S.C. 3101). The Na-
tional Archives and Records Adminis-
tration shall establish standards for 
the retention of those records having 
continuing value, and assist Federal 
agencies in applying the standards to 
records in their custody (44 U.S.C. 
2905). 

(b) No Federal records shall be de-
stroyed or otherwise alienated from 
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the Government except in accordance 
with procedures described in this part 
1228 (44 U.S.C. 3314). 

§ 1228.22 Developing records sched-
ules. 

The primary steps in developing 
agency records schedules are given 
below. Details in each step are con-
tained in the NARA records manage-
ment handbook, Disposition of Federal 
Records (http://www.archives.gov/ 
recordslmanagement/publications/ 
dispositionloflfederallrecords/ 
index.html). Ultimately, all records of 
an agency must be scheduled, but they 
need not all be scheduled at the same 
time. An agency may schedule the 
records of one function, program or or-
ganizational element at a time. 

(a) Determine the functions and ac-
tivities documented by the records to 
be scheduled. 

(b) Prepare an inventory of the 
records including a description of their 
medium, location, volume, inclusive 
dates, informational content and use. 

(c) Evaluate the period of time the 
agency needs each records series or 
system by reference to its uses and 
value to agency operations or legal ob-
ligations. 

(d) Based on agency need, develop 
specific recommended retention and 
disposition instructions for each 
records series or each part of an auto-
mated information system, including 
file breaks, retention periods for tem-
porary records, transfer periods for per-
manent records, and instructions for 
the transfer of records to an approved 
records storage facility when appro-
priate. 

(e) Assemble into a draft schedule the 
descriptions and recommended disposi-
tion instructions for logical blocks of 
records, i.e., entire agency, organiza-
tional component, or functional area. 

(f) Obtain approval of the records 
schedules from NARA (and from the 
General Accounting Office, when so re-
quired under title 8 of the GAO ‘‘Policy 
and Procedures Manual for the Guid-
ance of Federal Agencies’’). 

[45 FR 5705, Jan. 24, 1980. Redesignated at 50 
FR 15723, Apr. 19, 1985, as amended at 64 FR 
67665, Dec. 2, 1999; 66 FR 27027, May 16, 2001; 
67 FR 43253, June 27, 2002] 

§ 1228.24 Formulation of agency 
records schedules. 

(a) General. Agency records schedules 
approved by the Archivist of the 
United States specify the disposition 
for agency records. Records of con-
tinuing (permanent) value will be 
scheduled for retention and immediate 
or eventual transfer to the legal cus-
tody of NARA. All other records will be 
scheduled for destruction or donation 
after a specific period of time based on 
administrative, fiscal, and legal values. 

(b) Characteristics of schedules. 
Though records disposition authority 
may be requested from NARA on a pro-
gram-by-program, function-by-func-
tion, or office-by-office basis, all agen-
cy records must be scheduled. Sched-
ules must follow the guidelines pro-
vided below: 

(1) Schedules shall identify and de-
scribe clearly each series or system and 
shall contain disposition instructions 
that can be readily applied. (Additional 
information is required for permanent 
records as specified in § 1228.28(b).) 
Schedules must be prepared so that 
each office will have standing instruc-
tions detailing the disposal, transfer, 
or retention of records. 

(2) SF 115s shall include only new 
records not covered by the General 
Records Schedules (GRS) (see subpart 
C), deviations from the GRS (see 
§ 1228.42), or previously scheduled 
records requiring changes in retention 
periods or substantive changes in de-
scription. 

(3) All schedules shall take into ac-
count the physical organization of 
records or the filing system so that dis-
posal or transfer can be handled in 
blocks. 

(4) The disposition of nonrecord ma-
terials is controlled by instructions in 
the agency’s printed or published 
records disposition manual. These in-
structions do not require NARA ap-
proval. Such items shall not be in-
cluded on SF 115s. Non-record mate-
rials, such as extra copies of documents 
preserved solely for reference, and 
stocks of processed documents, and 
personal materials shall be maintained 
separately from official agency files to 
aid in records disposition. 

(c) Provisions of schedules. Records 
schedules shall provide for: 
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(1) The destruction of records that 
have served their statutory, fiscal, or 
administrative uses and no longer have 
sufficient value to justify further re-
tention. Procedures for obtaining dis-
posal authorizations are prescribed in 
§ 1228.30; 

(2) The removal to a records storage 
facility of records not eligible for im-
mediate destruction or other disposi-
tion but which are no longer needed in 
office space. These records are main-
tained by the records storage facility 
until they are eligible for final disposi-
tion action; 

(3) The retention of the minimum 
volume of current records in office 
space consistent with effective and effi-
cient operations; and 

(4) The identification of records of 
permanent value in accordance with 
§ 1228.28, and the establishment of cut-
off periods and dates when such records 
will be transferred to the legal custody 
of NARA. 

[45 FR 5705, Jan. 24, 1980. Redesignated at 50 
FR 15723, Apr. 19, 1985, as amended at 64 FR 
67665, Dec. 2, 1999] 

§ 1228.26 Request for records disposi-
tion authority. 

(a) Submission. Requests for records 
disposition authority shall be initiated 
by Federal agencies by submitting 
Standard Form 115, Request for 
Records Disposition Authority, to 
NARA (NWML). An SF 115 is used for 
requesting authority to schedule (or es-
tablish the disposition for) permanent 
and temporary records, either on a re-
curring or one-time basis. 

(1) New Federal agencies shall apply 
General Records Schedules to eligible 
records and shall submit to NARA SF 
115s covering all remaining records 
within 2 years of their establishment. 

(2) Agencies shall submit to NARA 
schedules for the records of new pro-
grams and of programs that are reorga-
nized or otherwise changed in a way 
that results in the creation of new or 
different records within 1 year of the 
implementation of the change. 

(b) Certification. The signature of the 
authorized agency representative on 
the SF 115 shall constitute certifi-
cation that the records recommended 
for disposal do not or will not have suf-
ficient administrative, legal, or fiscal 

value to the agency to warrant reten-
tion beyond the expiration of the speci-
fied period and that records described 
as having permanent value will be 
transferred to the National Archives 
upon expiration of the stated period. 

(c) Disapproval of requests for disposi-
tion authority. Requests for records dis-
position authority may be returned to 
the agency if the SF 115 is improperly 
prepared. The agency shall make the 
necessary corrections and resubmit the 
form to NARA (NWML). NARA may 
disapprove the disposition request for 
an item if, after appraisal of the 
records, NARA determines that the 
proposed disposition is not consistent 
with the value of the records. In such 
cases, NARA will notify the agency in 
writing. 

[55 FR 27429, July 2, 1990; 55 FR 28136, July 9, 
1990, as amended at 63 FR 35829, July 1, 1998] 

§ 1228.28 Scheduling permanent 
records. 

(a) Initiation. Federal agencies pro-
pose permanent retention of records in 
accordance with guidelines contained 
in the NARA records management 
handbook, Disposition of Federal 
Records (http://www.nara.gov/records/ 
pubs/). 

(b) Requirements. Each item proposed 
for permanent retention on an SF 115 
shall include the following: 

(1) Records series title used by agen-
cy personnel to identify the records; 

(2) Complete description of the 
records including physical type and in-
formation contents; 

(3) Inclusive dates; 
(4) An arrangement statement; 
(5) Statement of restrictions on ac-

cess which NARA should impose in 
conformity with the Freedom of Infor-
mation Act if the records are proposed 
for immediate transfer; 

(6) An estimate of the volume of 
records accumulated annually if the 
records are current and continuing; 

(7) The total volume to date; and 
(8) Disposition instructions, devel-

oped using the following guidelines: 
(i) If the records series or system is 

current and continuing, the SF 115 will 
include a disposition instruction speci-
fying the period of time after which the 
records will be transferred to the Na-
tional Archives, normally within 30 
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years for paper records, 5–10 years for 
audiovisual or microform records, and 
as soon as the records become inactive 
or the agency cannot meet the mainte-
nance requirements found in § 1228.270 
of this part for electronic records. 

(ii) If the records series or system is 
nonrecurring, i.e., no additional 
records will be created or acquired, the 
agency may propose either immediate 
or future transfer to the National Ar-
chives. 

(c) Determination. NARA will deter-
mine whether or not records are of per-
manent value and when the transfer of 
the permanent records will take place. 

(1) If NARA determines that records 
are not permanent, it will notify the 
agency and negotiate an appropriate 
disposition. The disposition instruction 
on the SF 115 will be modified prior to 
NARA approval. 

(2) If NARA determines that records 
are permanent, but that the transfer 
instructions are not appropriate, it will 
negotiate appropriate transfer terms 
with the agency. The disposition in-
struction on the SF 115 will be modi-
fied prior to NARA approval. 

[55 FR 27429, July 2, 1990; 55 FR 31982, Aug. 6, 
1990, as amended at 66 FR 27027, May 16, 2001] 

§ 1228.30 Scheduling temporary 
records. 

(a) Initiation. Federal agencies re-
quest authority to dispose of records, 
either immediately or on a recurring 
basis. Requests for immediate disposal 
are limited to records already in exist-
ence which no longer accumulate. For 
recurring records, approved schedules 
provide continuing authority to de-
stroy the records. The retention peri-
ods approved by NARA are mandatory, 
and the agency shall dispose of the 
records after expiration of the reten-
tion period, except as provided in 
§ 1228.54. 

(b) Requirements. Each item on an SF 
115 proposed for eventual destruction 
shall include the following: 

(1) Records series title used by agen-
cy personnel to identify the records; 

(2) Description of the records includ-
ing physical type and informational 
content; 

(3) If the records are contained in a 
Privacy Act system of records, a cita-
tion to the agency’s alpha-numeric or 

numeric code designation for the sys-
tem of records. If the system of records 
was added or deleted since the publica-
tion of the current Office of the Fed-
eral Register compilation of Privacy 
Act Issuances, the agency shall also 
cite the date and page of the FEDERAL 
REGISTER on which the new system no-
tice appears or the deleted system is 
announced. 

(4) Disposition instructions, devel-
oped using the following guidelines: 

(i) If the records series or system is 
current and continuing, the SF 115 will 
include a disposition instruction speci-
fying the period of time after which the 
records will be destroyed. 

(ii) If the records series or system is 
nonrecurring, i.e., no additional 
records will be created or acquired, the 
agency may propose either immediate 
destruction or destruction on a future 
date. 

(c) Determination. NARA may deter-
mine that records proposed as tem-
porary merit permanent retention and 
transfer to the National Archives. In 
such cases, NARA arranges with the 
agency to change the disposition in-
struction prior to approval of the SF 
115. 

(d) General Accounting Office concur-
rence. Each Federal agency shall obtain 
the approval of the Comptroller Gen-
eral for the disposal of program records 
less than 3 years old and for certain 
classes of records relating to claims 
and demands by or against the Govern-
ment, and to accounts in which the 
Government is concerned in accord-
ance with the GAO ‘‘Policy and Proce-
dures Manual for Guidance of Federal 
Agencies,’’ title 8—Records Manage-
ment (44 U.S.C. 3309). This approval 
must be obtained before the approval of 
the disposal request by NARA, but the 
request may be submitted concurrently 
to GAO and NARA. 

(e) Withdrawn items. Agencies may re-
quest that items listed on the SF 115 be 
withdrawn in order to aid in NARA’s 
processing (appraisal) of the remaining 
items on the schedule. 

(1) If, during the course of the ap-
praisal process, NARA determines that 
records described by an item(s) on the 
proposed schedule do not exist or are 
not arranged as stated on the SF 115, 
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NARA may request the agency to with-
draw the item(s) from consideration, if 
the agency is unable to offer sufficient 
clarification. 

(2) If NARA and the agency cannot 
agree on the retention period for an 
item(s), the items(s) may be with-
drawn. In these cases, the agency will 
submit an SF 115 with a revised pro-
posal for disposition within 6 months of 
the date of the approval of the original 
SF 115. 

[55 FR 27429, July 2, 1990, as amended at 57 
FR 22432, May 28, 1992] 

§ 1228.32 Request to change disposi-
tion authority. 

(a) Agencies desiring to change the 
approved retention period of a series or 
system of records shall submit an SF 
115. Disposition authorities contained 
in an approved SF 115 are automati-
cally superseded by approval of a later 
SF 115 applicable to the same records 
unless the later SF 115 specified an ef-
fective date. Agencies submitting re-
vised schedules shall indicate on the 
SF 115 the relevant schedule and item 
numbers to be superseded, the citation 
to the current printed records disposi-
tion schedule, if any, and/or the Gen-
eral Records Schedules and item num-
bers that cover the records. 

(b) Agencies proposing to change the 
retention period of a series or system 
of records shall submit with the SF 115 
an explanation and justification for the 
change. The need to retain records 
longer than the retention period speci-
fied in the disposition instructions on 
an approved SF 115 for purposes of 
audit, court order, investigation, liti-
gation, study, or any other administra-
tive purpose that justifies the tem-
porary extension of the retention pe-
riod shall be governed by the proce-
dures set forth in § 1228.54. Agencies 
shall not submit an SF 115 to change 
the retention period in such cases. 

(c) Agencies must secure NARA ap-
proval before changing the provision in 
a disposition instruction that specifies 
the period of time that permanent 
records will remain in agency legal 
custody prior to transfer to the Na-
tional Archives of the United States. 

[61 FR 19554, May 2, 1996; 61 FR 24702, May 16, 
1996, as amended at 64 FR 67665, Dec. 2, 1999] 

Subpart C—General Records 
Schedules 

SOURCE: 55 FR 27430, July 2, 1990, unless 
otherwise noted. 

§ 1228.40 Authority. 

The Archivist of the United States 
issues schedules authorizing disposal, 
after specified periods of time, of tem-
porary records common to several or 
all agencies of the U.S. Government. 
General Records Schedules authorize 
the destruction of records after the 
stated retention period expires. Appli-
cation of the disposition instructions 
in these schedules is mandatory (44 
U.S.C. 3303a), provided an agency has 
not already received disposition au-
thority from NARA. 

[67 FR 31962, May 13, 2002] 

§ 1228.42 Applicability. 

(a) Agencies must apply GRS author-
izations except as provided in para-
graphs (b) or (c) of this section. Agen-
cies must not include on SFs 115 
records covered by the GRS unless a 
different retention period is requested, 
as specified in paragraph (c) of this sec-
tion. 

(b) Agencies may apply either the 
disposition instructions in a new or re-
vised GRS or the disposition instruc-
tions previously approved by NARA in 
an agency schedule for the same series 
or system of records, unless NARA in-
dicates that the new GRS disposition 
instruction must be applied without 
exception. The authority chosen by the 
agency must be applied on an agency- 
wide basis. The agency must notify 
NARA within 90 days of the date of the 
GRS change if it intends to continue 
using the agency schedule. 

(c) Except as provided in paragraph 
(b) of this section, agencies that wish a 
different retention period must request 
an exception to the GRS by submitting 
an SF 115 in accordance with § 1228.30 
accompanied by a written justification 
for the different retention period. 

(d) Provisions of the General Records 
Schedules may be applied to records in 
the custody of the National Archives at 
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NARA’s discretion subject to the provi-
sions of § 1228.282. 

[55 FR 27430, July 2, 1990, as amended at 67 
FR 31962, May 13, 2002; 67 FR 47701, July 22, 
2002] 

§ 1228.44 Current schedules. 

The following General Records 
Schedules governing the disposition of 
records common to several or all agen-
cies were developed by the National Ar-
chives and Records Administration 
after consultation with other appro-
priate agencies. They have been ap-
proved by the Archivist of the United 
States. 

SCHEDULE NUMBER AND TYPE OF RECORDS 
GOVERNED 

1. Civilian Personnel Records. 
2. Payrolling and Pay Administration 

Records. 
3. Procurement, Supply and Grant Records. 
4. Property Disposal Records. 
5. Budget Preparation, Presentation, and 

Apportionment Records. 
6. Accountable Officers’ Accounts Records. 
7. Expenditure Accounting Records. 
8. Stores, Plant, and Cost Accounting 

Records. 
9. Travel and Transportation Records. 
10. Motor Vehicle Maintenance and Oper-

ation Records. 
11. Space and Maintenance Records. 
12. Communications Records. 
13. Printing, Binding, Duplication, and Dis-

tribution Records. 
14. Information Services Records. 
15. Housing Records. 
16. Administrative Management Records. 
17. Cartographic, Aerial Photographic, Ar-

chitectural, and Engineering Records. 
18. Security and Protective Services 

Records. 
19. RESERVED. 
20. Electronic Records. 
21. Audiovisual Records. 
22. Inspector General Records (WITH-

DRAWN). 
23. Records Common to Most Offices With-

in Agencies. 

[55 FR 27430, July 2, 1990, as amended at 66 
FR 27027, May 16, 2001] 

§ 1228.46 Availability. 

The GRS and instructions for their 
use are available from NARA (NWM). 
The Archivist of the United States dis-
tributes new schedules and schedule re-

visions under sequentially numbered 
GRS transmittals. 

[55 FR 27430, July 2, 1990, as amended at 63 
FR 35829, July 1, 1998] 

Subpart D—Implementing 
Schedules 

SOURCE: 55 FR 27431, July 2, 1990, unless 
otherwise noted. 

§ 1228.50 Application of schedules. 

The application of approved sched-
ules is mandatory (44 U.S.C. 3303a). The 
Archivist of the United States will de-
termine whether or not records may be 
destroyed or transferred to the Na-
tional Archives. If the Archivist ap-
proves the request for disposition au-
thority, NARA will notify the agency 
by returning one copy of the completed 
SF 115. This shall constitute manda-
tory authority for the final disposition 
of the records (for withdrawal of dis-
posal authority or the extension of re-
tention periods, see §§ 1228.52 and 
1228.54). The authorized destruction 
shall be accomplished as prescribed in 
§ 1228.58. The head of each Federal 
agency shall direct the application of 
records schedules to ensure the agency 
maintains recorded information nec-
essary to conduct Government busi-
ness, avoid waste, and preserve perma-
nent records for transfer to the Na-
tional Archives. The agency head shall 
take the following steps to ensure 
proper dissemination and application 
of approved schedules: 

(a) Issue an agency directive incor-
porating the disposition authorities ap-
proved by NARA, i.e., SF 115s (except 
for one-time authorities covering non-
recurring records) and the General 
Records Schedules. Also include non-
record materials with disposition in-
structions developed by the agency. 
Once all records and nonrecord mate-
rials are included, this document is the 
agency’s comprehensive schedule. 
Agencies may also issue other direc-
tives containing instructions relating 
to agency records disposition proce-
dures. 

(1) Published schedules contain dis-
position authorities granted by NARA 
for records that the agency continues 
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to create. They include general in-
structions for transfer of records to a 
records storage facility, transfer of 
records to the National Archives of the 
United States, and other retention and 
disposition procedures. They do not in-
clude nonrecurring records for which 
NARA has granted authority for imme-
diate disposal or transfer to the Na-
tional Archives of the United States. 

(2) Comprehensive schedules are for-
mally published manuals or directives 
that provide for the disposition of all 
recurring records and nonrecord mate-
rials created by an agency. These 
schedules must cite the GRS or SF 115 
and item numbers that provide the 
legal disposition authority for items 
covering record material. 

(3) Prior to issuance, agencies may 
consult with NARA concerning direc-
tives or other issuances containing ap-
proved schedules, instructions for use 
of NARA records centers, transfer of 
records to the National Archives of the 
United States, or other matters cov-
ered by NARA procedures or regula-
tions. 

(4) Agencies must submit to the Na-
tional Archives and Records Adminis-
tration (NWML) copies of published 
records schedules and all directives and 
other issuances relating to records dis-
position, within 30 days of implementa-
tion or internal dissemination, as spec-
ified below. If an agency both prints 
copies for distribution and posts an 
electronic copy, it should follow the in-
structions in paragraph (a)(4)(ii) of this 
section. 

(i) Agencies that print these mate-
rials for internal distribution must for-
ward to NARA (NWML), 8601 Adelphi 
Rd., College Park, MD 20740–6001, three 
copies of each final directive or other 
issuance relating to records disposition 
and 20 copies of all published records 
schedules (printed agency manuals) 
and changes to all manuals as they are 
issued. 

(ii) Agencies that make these mate-
rials available via the Internet or in-
ternally on an Intranet web site or by 
other electronic means must submit 
one printed or electronic copy, in a for-
mat specified by NARA, to NARA 
(NWML) when the directive or manual 
is posted or distributed. Electronic 
mail messages transmitting copies of 

agency schedules as electronic attach-
ments may be sent to 
records.mgt@nara.gov. These submis-
sions must specify the name, title, 
agency, address, and telephone number 
of the submitter. If the records sched-
ule is posted on a publicly available 
web site, the agency must also provide 
the Internet address (URL). 

(b) Establish internal training pro-
grams to acquaint appropriate per-
sonnel with the requirements and pro-
cedures of the records disposition pro-
gram. 

(c) Apply the approved records dis-
position schedules to the agency’s 
records. 

(1) Records described by items 
marked ‘‘disposition not approved’’ or 
‘‘withdrawn’’ may not be destroyed 
until a specific disposition has been ap-
proved by NARA. 

(2) Disposition authorities for items 
on approved SF 115s that specify an or-
ganizational component of the depart-
ment or independent agency as the cre-
ator or custodian of the records may be 
applied to the same records after inter-
nal reorganization, but only if the na-
ture, content, and functional impor-
tance of the records remain the same. 
Authority approved for items described 
in a functional format may be applied 
to any organizational component with-
in the department or independent agen-
cy that is responsible for the relevant 
function. 

(3) Disposition authorities approved 
for one department or independent 
agency may not be applied by another. 
Departments or agencies that acquire 
records from another department or 
agency, and/or continue creating the 
same series of records previously cre-
ated by another department or agency 
through interagency reorganization 
must submit an SF 115 to NARA for 
disposition authorization for the 
records within one year of the reorga-
nization. 

(4) Unless otherwise specified, dis-
position authorities apply retro-
actively to all existing records as de-
scribed in the schedule, including 
records acquired by transfer of func-
tion within or between agencies, as 
long as the nature, content, and func-
tional importance of the records series 
is unchanged. 
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(d) Review approved schedules, and, if 
necessary, update them annually. Addi-
tions and changes to the GRS shall be 
incorporated or otherwise disseminated 
within 6 months of issuance from 
NARA. 

[55 FR 27431, July 2, 1990, as amended at 63 
FR 35829, July 1, 1998; 64 FR 67665, Dec. 2, 
1999; 67 FR 31963, May 13, 2002] 

§ 1228.52 Withdrawal of disposal au-
thority. 

In an emergency or in the interest of 
efficiency of Government operations, 
NARA will withdraw disposal author-
izations in approved disposal schedules 
(44 U.S.C. 2909). This withdrawal may 
apply to particular items on schedules 
submitted by agencies or may apply to 
all existing authorizations for the dis-
posal of a specified type of record ob-
tained by any or all agencies of the 
Government. If the withdrawal is appli-
cable to only one agency, that agency 
will be notified of this action by letter 
signed by the Archivist; if applicable to 
more than one agency, notification 
may be by NARA bulletin issued and 
signed by the Archivist. 

§ 1228.54 Temporary extension of re-
tention periods. 

(a) Approved agency records sched-
ules and the General Records Schedules 
are mandatory (44 U.S.C. 3303a). 
Records series or systems eligible for 
destruction must not be maintained 
longer without the prior written ap-
proval of the National Archives and 
Records Administration (NWML) ex-
cept when: 

(1) The agency has requested a 
change in the retention period for the 
records series or system in accordance 
with § 1228.32; or 

(2) Records are needed for up to one 
year beyond the date they are eligible 
for disposal. When such records are in a 
records storage facility, the agency 
must notify the facility of the need for 
continued retention of the records. 

(b) Upon submission of adequate jus-
tification, NARA may authorize a Fed-
eral agency to extend the retention pe-
riod of a series or system of records (44 
U.S.C. 2909). These extensions of reten-
tion periods will be granted for records 
which are required to conduct Govern-
ment operations because of special cir-

cumstances which alter the normal ad-
ministrative, legal, or fiscal value of 
the records. 

(c) The head of a Federal agency may 
request approval of a temporary exten-
sion of a retention period by sending a 
letter to NARA (NWML), 8601 Adelphi 
Rd., College Park, MD 20740–6001. The 
request shall include: 

(1) A concise description of the 
records series for which the extension 
is requested. 

(2) A complete citation of the specific 
provisions of the agency records sched-
ule or the General Records Schedule 
currently governing disposition of the 
records; 

(3) A statement of the estimated pe-
riod of time that the records will be re-
quired; and 

(4) A statement of the current and 
proposed physical location of the 
records. 

(d) Approval of a request for exten-
sion of retention periods may apply to 
records in the custody of one Federal 
agency or records common to several 
or all Federal agencies. If approval of a 
request is applicable to records in the 
custody of one agency, that agency will 
be notified by letter. If approval is ap-
plicable to records common to several 
agencies, notification may be made by 
NARA bulletin. 

(e) Agencies must ensure that af-
fected records storage facilities are no-
tified when NARA approves an exten-
sion of the retention period beyond the 
period authorized in the records con-
trol schedule. Agencies must forward 
to NARA (NWML) two copies of all for-
mally issued instructions which extend 
the retention periods. 

(f) Upon expiration of an approved ex-
tension of retention period, NARA will 
notify all affected agencies to apply 
normal retention requirements. 

[55 FR 27431, July 2, 1990, as amended at 61 
FR 19554, May 2, 1996; 61 FR 24702, May 16, 
1996; 63 FR 35829, July 1, 1998; 64 FR 67665, 
Dec. 2, 1999] 

§ 1228.56 Transfer of permanent 
records. 

All records scheduled as permanent 
shall be transferred to the National Ar-
chives after the period specified on the 
SF 115 in accordance with procedures 
specified under subpart J. 
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§ 1228.58 Destruction of temporary 
records. 

(a) Authority. Federal agencies are re-
quired to follow regulations issued by 
the Archivist of the United States gov-
erning the methods of destroying 
records (44 U.S.C. 3302). Only the meth-
ods described in this section shall be 
used. 

(b) Sale or salvage. Paper records to be 
disposed of normally must be sold as 
wastepaper. If the records are re-
stricted because they are national se-
curity classified or exempted from dis-
closure by statute, including the Pri-
vacy Act, or regulation, the wastepaper 
contractor must be required to pulp, 
macerate, shred, or otherwise defini-
tively destroy the information con-
tained in the records, and their de-
struction must be witnessed either by a 
Federal employee or, if authorized by 
the agency that created the records, by 
a contractor employee. The contract 
for sale must prohibit the resale of all 
other paper records for use as records 
or documents. Records other than 
paper records (audio, visual, and data 
tapes, disks, and diskettes) may be 
salvaged and sold in the same manner 
and under the same conditions as paper 
records. All sales must be in accord-
ance with the established procedures 
for the sale of surplus personal prop-
erty. (See 41 CFR part 101–45, Sale, 
Abandonment, or Destruction of Per-
sonal Property.) 

(c) Destruction. If the records cannot 
be sold advantageously or otherwise 
salvaged, the records may be destroyed 
by burning, pulping, shredding, macer-
ating, or other suitable means. 

§ 1228.60 Donation of temporary 
records. 

(a) When the public interest will be 
served, a Federal agency may propose 
the transfer of records eligible for dis-
posal to an appropriate person, organi-
zation, institution, corporation, or gov-
ernment (including a foreign govern-
ment) that has requested them. 
Records will not be transferred without 
prior written approval of NARA. 

(b) The head of a Federal agency 
shall request the approval of such a 
transfer by sending a letter to NARA 
(NWML), 8601 Adelphi Rd., College 

Park, MD 20740–6001. The request shall 
include: 

(1) The name of the department or 
agency, and subdivisions thereof, hav-
ing custody of the records; 

(2) The name and address of the pro-
posed recipient of the records; 

(3) A list containing: 
(i) An identification by series or sys-

tem of the records to be transferred, 
(ii) The inclusive dates of the 

records, 
(iii) The NARA disposition of job (SF 

115) or GRS and item numbers that au-
thorize disposal of the records; 

(4) A statement providing evidence: 
(i) That the proposed transfer is in 

the best interests of the Government, 
(ii) That the proposed recipient 

agrees not to sell the records as records 
or documents, and 

(iii) That the transfer will be made 
without cost to the U.S. Government; 

(5) A certification that: 
(i) The records contain no informa-

tion the disclosure of which is prohib-
ited by law or contrary to the public 
interest, and/or 

(ii) That records proposed for trans-
fer to a person or commercial business 
are directly pertinent to the custody or 
operations of properties acquired from 
the Government, and/or 

(iii) That a foreign government desir-
ing the records has an official interest 
in them. 

(c) NARA will consider such request 
and determine whether the donation is 
in the public interest. Upon approval 
NARA will notify the requesting agen-
cy in writing. If NARA determines such 
a proposed donation is contrary to the 
public interest, the request will be de-
nied and the agency will be notified 
that the records must be destroyed in 
accordance with the appropriate dis-
posal authority. 

[55 FR 27431, July 2, 1990, as amended at 63 
FR 35829, July 1, 1998] 

Subpart E—Loan of Permanent 
and Unscheduled Records 

SOURCE: 55 FR 27433, July 2, 1990, unless 
otherwise noted. 
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§ 1228.70 Authority. 
The Archivist of the United States 

has authority over the placement of 
permanent records (44 U.S.C. 2107 and 
2904). As unscheduled records have not 
been appraised, they will be deemed 
permanent for the purposes of this sec-
tion and are also covered by this au-
thority. 

§ 1228.72 Approval. 
No permanent or unscheduled records 

shall be loaned to non-Federal recipi-
ents without prior written approval 
from NARA. This authorization is not 
required for temporary loan of perma-
nent and unscheduled records between 
Federal agencies. 

§ 1228.74 Agency action. 
(a) An agency proposing to loan per-

manent or unscheduled records shall 
execute a written loan agreement with 
the proposed recipient. The agreement 
shall include: 

(1) The name of the department or 
agency and subdivisions thereof having 
custody of the records; 

(2) The name and address of the pro-
posed recipient of the records; 

(3) A list containing: 
(i) An identification by series or sys-

tem of the records to be loaned, 
(ii) The inclusive dates for each se-

ries, 
(iii) The volume and media of the 

records to be loaned, and 
(iv) The NARA disposition job (SF 

115) and item numbers covering the 
records, if any; 

(4) A statement of the purpose and 
duration of the loan; 

(5) A statement specifying any re-
strictions on the use of the records and 
how these restrictions will be adminis-
tered by the donee; and 

(6) A certification that the records 
will be stored according to the environ-
mental specifications for archival 
records. 

(b) The Archivist of the United 
States shall be a signatory on all loan 
agreements for permanent and un-
scheduled records. An agreement may 
not be implemented until the Archivist 
has signed. 

(c) The head of the Federal agency 
shall request approval for the loan by 
sending a letter to NARA (NWML), 8601 

Adelphi Rd., College Park, MD 20740– 
6001, transmitting the proposed loan 
agreement and specifying the name, 
title, and telephone number of the per-
son NARA should contact about the 
proposed loan. 

[57 FR 22432, May 28, 1992, as amended at 63 
FR 35829, July 1, 1998] 

§ 1228.76 NARA action on request. 
NARA will review the request and, if 

found acceptable, return the approved 
agreement to the agency. NARA will 
deny the request if the records should 
be transferred to the National Archives 
in accordance with subpart J of this 
part or if the loan would endanger the 
records or otherwise contravene the 
regulations in 36 CFR chapter XII, sub-
chapter B. If NARA disapproves the 
loan, the Archivist will notify the 
agency in writing and provide instruc-
tions for the disposition of the records. 

[57 FR 22432, May 28, 1992; 57 FR 24308, June 
8, 1992] 

§ 1228.78 Retrieval of records. 
An agency shall contact the recipient 

of the loan of permanent or unsched-
uled records 30 days prior to the expira-
tion of the loan period (as stated in the 
loan agreement) to arrange for the re-
turn of the records. If the agency ex-
tends the duration of the loan, it shall 
notify NARA (NWML) in writing, speci-
fying the reason for the extension and 
providing a new time limit for the 
loan. 

[57 FR 22432, May 28, 1992, as amended at 63 
FR 35829, July 1, 1998] 

Subpart F—Emergency 
Authorization to Destroy Records 

§ 1228.90 General provisions. 
Under certain conditions, records 

may be destroyed without regard to 
the provisions of subpart D. 

[45 FR 5705, Jan. 24, 1980. Redesignated at 50 
FR 15723, Apr. 19, 1985, and 55 FR 27433, July 
2, 1990] 

§ 1228.92 Menaces to human life or 
health or to property. 

(a) Agencies may destroy records 
that constitute a continuing menace to 
human health or life or to property (44 
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U.S.C. 3310). When such records are 
identified, the agency head shall notify 
NARA (NWML), specifying the nature 
of the records, their location and quan-
tity, and the nature of the menace. If 
NARA concurs in the determination, 
the Archivist will direct the immediate 
destruction of the records or other ap-
propriate means of destroying the re-
corded information. However, if the 
records are still or motion picture film 
on nitrocellulose base that has deterio-
rated to the extent described in para-
graph (b) of this section, the head of 
the agency may follow the procedure 
therein provided. 

(b) Whenever any radarscope, aerial, 
or other still or motion picture film on 
nitrocellulose base has deteriorated to 
the extent that it is soft and sticky, is 
emitting a noxious order, contains gas 
bubbles, or has retrograded into acrid 
powder, and the head of the agency 
having custody of it shall determine 
that it constitutes a menace to human 
health or life or to property, then the 
agency shall without prior authoriza-
tion of the Archivist: 

(1) Arrange for its destruction in a 
manner that will salvage its silver con-
tent if the silver content is of suffi-
cient quantity and market value per 
troy ounce to warrant such salvage; 

(2) Authorize burial in approved land-
fills, in the event the quantity is not 
sufficiently large to justify the sal-
vaging of its silver content; or 

(3) Effect other appropriate methods 
in the event that the methods provided 
in paragraph (b)(1) or (2) of this section 
are not feasible. 

(c) These films should be removed 
from inhabited buildings as soon as 
possible. 

(d) Within 30 days after the destruc-
tion of the film as provided in this sec-
tion, the head of the agency who di-
rected its destruction shall submit a 
written statement to NARA (NWML), 
8601 Adelphi Rd., College Park, MD 
20740–6001, describing the film and 
showing when, where, and how the de-
struction was accomplished. 

(e) This report has been cleared in ac-
cordance with GSA regulations in Title 

41 of the CFR and assigned Interagency 
Report Control Number 1095-NAR-AR. 

[45 FR 5705, Jan. 24, 1980. Redesignated and 
amended at 50 FR 15723, 15725, Apr. 19, 1985; 51 
FR 23538, June 30, 1986. Redesignated and 
amended at 55 FR 27433, July 2, 1990; 63 FR 
35829, July 1, 1998; 66 FR 27027, May 16, 2001] 

§ 1228.94 State of war or threatened 
war. 

(a) Destruction of records outside the 
territorial limits of the continental 
United States is authorized whenever, 
during a state of war between the 
United States and any other nation or 
when hostile action by a foreign power 
appears imminent, the head of the 
agency that has custody of the records 
determines that their retention would 
be prejudicial to the interest of the 
United States, or that they occupy 
space urgently needed for military pur-
poses and are without sufficient admin-
istrative, legal, research, or other 
value to warrant their continued pres-
ervation (44 U.S.C. 3311). 

(b) Within 6 months after the de-
struction of any records under this au-
thorization, a written statement de-
scribing the character of the records 
and showing when and where the dis-
posal was accomplished shall be sub-
mitted to NARA (NWML) by the agen-
cy official who directed the disposal. 

[55 FR 27433, July 2, 1990, as amended at 63 
FR 35829, July 1, 1998] 

Subpart G—Damage to, Alien-
ation, and Unauthorized De-
struction of Records 

§ 1228.100 Responsibilities. 
(a) The Archivist of the United 

States and heads of Federal agencies 
are responsible for preventing the 
alienation or unauthorized destruction 
of records, including all forms of muti-
lation. Records may not be removed 
from the legal custody of Federal agen-
cies or destroyed without regard to the 
provisions of agency records schedules 
(SF 115 approved by NARA or the Gen-
eral Records issued by NARA). 

(b) The heads of Federal agencies are 
responsible for ensuring that all em-
ployees are aware of the provisions of 
the law relating to unauthorized de-
struction, alienation, or mutilation of 
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records, and should direct that any 
such action be reported to them. 

[55 FR 27433, July 2, 1990, as amended at 64 
FR 67665, Dec. 2, 1999] 

§ 1228.102 Criminal penalties. 

The maximum penalty for the willful 
and unlawful destruction, damage, or 
alienation of Federal records is a $2,000 
fine, 3 years in prison, or both (18 
U.S.C. 2071). 

[55 FR 27434, July 2, 1990] 

§ 1228.104 Reporting. 

(a) The head of a Federal agency 
shall report any unlawful or accidental 
destruction, defacing, alteration, or re-
moval of records in the custody of that 
agency to NARA (NWML), 8601 Adelphi 
Rd., College Park, MD 20740–6001. The 
report shall include: 

(1) A complete description of the 
records with volume and dates if 
known; 

(2) The office of origin; 
(3) A statement of the exact cir-

cumstances surrounding the alien-
ation, defacing, or destruction of the 
records; 

(4) A statement of the safeguards es-
tablished to prevent further loss of doc-
umentation; and 

(5) When appropriate, details of the 
actions taken to salvage, retrieve, or 
reconstruct the records. 

(b) This report has been cleared in ac-
cordance with GSA regulations in Title 
41 of the CFR and assigned Interagency 
Report Control Number 0285-NAR-AR. 

(c) The Archivist of the United 
States will assist the head of the agen-
cy in contacting the Attorney General 
for the recovery of any unlawfully re-
moved records. 

[45 FR 5705, Jan. 24, 1980, as amended at 46 
FR 60205, Dec. 9, 1981. Redesignated and 
amended at 50 FR 15723, 15725, Apr. 19, 1985; 51 
FR 23538, June 30, 1986. Redesignated and 
amended at 55 FR 27434, July 2, 1990; 63 FR 
35829, July 1, 1998; 66 FR 27027, May 16, 2001] 

§ 1228.106 Exclusions. 

Private or personal files are not gov-
erned by these provisions. 36 CFR 
1222.36 provides the legal definition of 

personal papers and prescribes stand-
ards for their maintenance. 

[45 FR 5705, Jan. 24, 1980. Redesignated and 
amended at 50 FR 15723, 15725, Apr. 19, 1985. 
Further redesignated at 55 FR 27433, July 2, 
1990; 66 FR 27027, May 16, 2001] 

Subpart H—Transfer of Records 
from the Custody of One Ex-
ecutive Agency to Another 

SOURCE: 45 FR 5705, Jan. 24, 1980, unless 
otherwise noted. Redesignated at 50 FR 15723, 
Apr. 19, 1985, and further redesignated at 55 
FR 27433, July 2, 1990. 

§ 1228.120 Authority. 

The Archivist of the United States 
will issue regulations governing the 
transfer of records from the custody of 
one executive agency to another (44 
U.S.C. 2908). 

§ 1228.122 Approval. 

No records shall be transferred from 
the custody of one executive agency to 
another without the prior written ap-
proval of the National Archives and 
Records Administration except as pro-
vided in § 1228.136. 

§ 1228.124 Agency request. 

The head of any executive agency 
may request the transfer of records to 
or from his or her agency. Approval 
shall be requested by letter addressed 
to the NARA (NWML), in which are in-
cluded: 

(a) A concise description of the rec-
ords to be transferred, including the 
volume in cubic feet; 

(b) A statement of the restrictions 
imposed on the use of records; 

(c) A statement of the agencies and 
persons using the records and the pur-
pose of this use; 

(d) A statement of the current and 
proposed physical and organizational 
locations of the records; and 

(e) A justification for the transfer in-
cluding an explanation of why it is in 
the best interests of the Government. 

[45 FR 5705, Jan. 24, 1980. Redesignated at 50 
FR 15723, Apr. 19, 1985, and amended at 50 FR 
26934, June 28, 1985. Redesignated and amend-
ed at 55 FR 27434, July 2, 1990; 63 FR 35829, 
July 1, 1998] 
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§ 1228.126 Agency concurrences. 

Copies of the concurrence or non-
concurrence in the transfer by the 
heads of any agencies concerned shall 
be attached to the agency request. 

§ 1228.128 Records of terminated agen-
cies. 

Transfers of records of executive 
agencies whose functions are termi-
nated or are in process of liquidation 
are expressly subject to this part 1228 
and no such transfers shall be made ex-
cept in accordance with its provisions. 

§ 1228.130 Equipment. 

Records storage equipment shall be 
transferred with the records contained 
therein in accordance with arrange-
ments previously agreed to by the 
agencies concerned. 

§ 1228.132 Costs of transfers. 

Approved transfers shall be made 
without reimbursement to the agency 
of original custody for any cost in-
volved, except when this reimburse-
ment is previously agreed to by the 
agencies concerned. 

§ 1228.134 Restrictions on use of 
records. 

Whenever any records that are trans-
ferred are subject to restrictions upon 
their use imposed under a statute, Ex-
ecutive order, or agency determina-
tion, these restrictions shall continue 
in effect after the transfer. Restric-
tions imposed by agency determination 
may be removed by agreement between 
the agencies concerned. 

§ 1228.136 Exceptions. 

Prior written approval of NARA is 
not required when: 

(a) Records are transferred to Federal 
records centers or the National Ar-
chives in accordance with subparts I 
and J. 

(b) Records are loaned for official 
use. 

(c) The transfer of records or func-
tions or both is required by statute, 
Executive Order, Presidential reorga-
nization plan, or Treaty, or by specific 
determinations made thereunder. 

(d) The records are transferred be-
tween two components of the same Ex-
ecutive department. 

(e) Records accessioned by the Na-
tional Archives, later found to lack 
sufficient value for continued retention 
by the National Archives are governed 
exclusively for further disposition in 
accordance with § 1228.200. 

[55 FR 27434, July 2, 1990] 

Subpart I—Transfer of Records to 
Records Storage Facilities 

SOURCE: 64 FR 67665, Dec. 2, 1999, unless 
otherwise noted. 

§ 1228.150 Where can a Federal agency 
transfer records for storage? 

Federal agencies may store records 
in the following types of records stor-
age facilities, so long as the facilities 
meet the facility standards in subpart 
K of this part. Records transferred to a 
records storage facility remain in the 
legal custody of the agency. 

(a) NARA records centers. NARA 
owns or operates records centers for 
the storage, processing, and servicing 
of records for Federal agencies under 
the authority of 44 U.S.C. 2907. These 
NARA records centers include a Na-
tional Personnel Records Center which 
contains designated records of the De-
partment of Defense and the Office of 
Personnel Management and other des-
ignated records pertaining to former 
Federal civilian employees. A list of 
NARA records centers is available from 
the NARA web site at http:// 
www.archives.gov/facilities/index.html 
and also in the U.S. Government Man-
ual, which is for sale from the Super-
intendent of Documents, U.S. Govern-
ment Printing Office, Mail Stop: SSOP, 
Washington, DC 20402–9328, and is avail-
able on the Internet from http:// 
www.access.gpo.gov/nara. 

(b) Records centers operated by or on 
behalf of one or more Federal agencies 
other than NARA. 

(c) Commercial records storage facili-
ties operated by private entities. 

[64 FR 67665, Dec. 2, 1999, as amended at 67 
FR 43253, June 27, 2002] 
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§ 1228.152 Under what conditions may 
Federal records be stored in 
records storage facilities? 

The following chart shows what 
records can be stored in a records stor-

age facility and the conditions that 
apply: 

Type of Record Conditions 

(1) Permanent records ................................................. (i) Any storage facility that meets the provisions of 
subpart K of this part. 

(2) Unscheduled records .............................................. (i) Any storage facility that meets the provisions of 
subpart K of this part. 

(ii) Also requires prior notification to NARA (see 
§ 1228.154(b)). 

(3) Temporary records (excluding Civilian Personnel 
Records).

(i) Any storage facility that meets the provisions of 
subpart K of this part. 

(4) Vital records ............................................................ (i) Storage facility must meet the provisions of subpart 
K of this part and 36 CFR part 1236. 

(5) Civilian Personnel Records ..................................... (i) May only be transferred to NPRC, St. Louis as re-
quired by this part. 

[64 FR 67665, Dec. 2, 1999, as amended at 69 
FR 74977, Dec. 15, 2004] 

§ 1228.154 What requirements must an 
agency meet when it transfers 
records to a records storage facil-
ity? 

An agency must meet the following 
requirements when it transfers records 
to a records storage facility: 

(a) Ensure that the requirements of 
subpart K of this part are met. Special 
attention must be paid to ensuring ap-
propriate storage conditions for 
records on non-paper based media (e.g., 
film, audio tape, magnetic tape), espe-
cially those that are scheduled for 
long-term or permanent retention, as 
those records typically require more 
stringent environmental controls (see 
36 CFR parts 1230 through 1234). 

(b) To transfer unscheduled records, 
notify NARA (NWML) in writing prior 
to the transfer. The notification must 
identify the records storage facility 
and include a copy of the information 
required by paragraph (c) of this sec-
tion. 

(c) Create documentation sufficient 
to identify and locate files. 

(1) Such documentation must include 
for each individual records series span-
ning one or more consecutive years 
transferred to storage: 

(i) Creating office; 

(ii) Series title; 
(iii) Description (in the case of per-

manent or unscheduled records, the de-
scription must include a folder title 
list of the box contents or equivalent 
detailed records description); 

(iv) Date span; 
(v) Physical form and medium of 

records (e.g., paper, motion picture 
film, sound recordings, photographs or 
digital images); 

(vi) Volume; 
(vii) Citation to NARA-approved 

schedule or agency records disposition 
manual (unscheduled records must cite 
the date the agency notified NARA or, 
if available, the date the SF 115 was 
submitted to NARA); 

(viii) Restrictions on access if appli-
cable; 

(ix) Disposition (‘‘permanent,’’ 
‘‘temporary,’’ or ‘‘unscheduled; SF 115 
pending’’); 

(x) Date of disposition action (trans-
fer to the National Archives of the 
United States or destruction); 

(xi) Physical location, including 
name and address of facility; and 

(xii) Control number or identifier 
used to track records. 

(2) In the case of permanent and un-
scheduled records, provide copies of 
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such documentation to NARA and ad-
vise NARA in writing of the new loca-
tion whenever the records are moved to 
a new storage facility. 

(d) Ensure that NARA-approved re-
tention periods are implemented prop-
erly and that records documenting 
final disposition actions (destruction 
or transfer to the National Archives of 
the United States) are created and 
maintained as required by 36 CFR 
1220.36. 

(1) Retain temporary records until 
the expiration of their NARA-approved 
retention period and no longer, except 
as provided for in § 1228.54. 

(2) Transfer permanent records to the 
National Archives of the United States 
in accordance with § 1228.260. 

(e) Provide access to appropriate 
NARA staff to records wherever they 
are located in order to conduct an eval-
uation in accordance with 36 CFR 
1220.50 or to process a request for 
records disposition authority. 

(f) Move temporary records that are 
subsequently reappraised as permanent 
to a facility that meets the environ-
mental control requirements for per-
manent records in § 1228.232 within one 
year of their re-appraisal, if not al-
ready in such a facility. (Paper-based 
permanent records in an existing 
records storage facility that does not 
meet the environmental control re-
quirements in § 1228.232(b) on October 1, 
2009, must be moved from that facility 
no later than February 28, 2010.) 

[64 FR 67665, Dec. 2, 1999, as amended at 69 
FR 74977, Dec. 15, 2004] 

§ 1228.156 What procedures must an 
agency follow to transfer records to 
an agency records center or com-
mercial records storage facility? 

Federal agencies must use the fol-
lowing procedures to transfer records 
to an agency records center or com-
mercial records storage facility: 

(a) Agreements with agency records 
centers or contracts with commercial 
records storage facilities must incor-
porate the standards in subpart K of 
this part and allow for inspections by 
the agency and NARA to ensure com-
pliance. An agency must remove 
records promptly from a facility if defi-
ciencies identified during an inspection 
are not corrected within six months. 

(b) For temporary records, the agen-
cy must make available to NARA on 
request the documentation specified in 
§ 1228.154. For permanent records, the 
agency must transmit this documenta-
tion to NARA (NWML) no later than 30 
days after records are transferred to 
the agency records center or commer-
cial records storage facility. For un-
scheduled records, the agency must 
transmit the information to NWML 
with the SF 115 before the records are 
transferred as required by § 1228.154(b). 

(c) Agencies must establish proce-
dures that ensure that temporary 
records are destroyed in accordance 
with NARA-approved schedules and 
that NARA-approved changes to sched-
ules, including the General Records 
Schedules, are applied to records in 
agency records centers or commercial 
records storage facilities in a timely 
fashion. Procedures must include a re-
quirement that the agency records cen-
ter or commercial records storage fa-
cility notify agency records managers 
or the creating office prior to the dis-
posal of temporary records unless dis-
posal of temporary records is initiated 
by the agency. 

(d) Agencies must establish proce-
dures to ensure that the agency records 
centers or commercial records storage 
facilities transfer permanent records to 
the National Archives of the United 
States as individual series spanning 
one or more years and in accordance 
with the provisions of § 1228.272. 

(e) Agencies must ensure that records 
that are restricted because they are se-
curity classified or exempt from disclo-
sure by statute, including the Privacy 
Act (5 U.S.C. 552a), or regulation are 
stored and maintained in accordance 
with applicable laws, executive orders, 
or regulations. 

(f) Agencies must ensure that dispos-
able records, including restricted 
records (security classified or exempt-
ed from disclosure by statute, includ-
ing the Privacy Act, or regulation), are 
destroyed in accordance with the re-
quirements specified in § 1228.58. 

(g) Agencies must ensure that emer-
gency operating vital records, as de-
fined in 36 CFR 1236.14, that are trans-
ferred to an agency records center or 
commercial records storage facility are 
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available in accordance with 36 CFR 
part 1236. 

Subpart J—Transfer, Use, and Dis-
position of Records in a NARA 
Records Center 

SOURCE: 64 FR 67667, Dec. 2, 1999, unless 
otherwise noted. 

§ 1228.160 How does an agency trans-
fer records to a NARA records cen-
ter? 

An agency transfers records to a 
NARA records center using the fol-
lowing procedures: 

(a) General. NARA will ensure that 
its records centers meet the facilities 
standards in subpart K of this part, 
which meets the agency’s obligation in 
§ 1228.154(a). 

(b) NARA records centers will not ac-
cept records that pose a threat to other 
records or to the health and safety of 
users including hazardous materials 
such as nitrate film, radioactive or 
chemically contaminated records, 
records exhibiting active mold growth, 
or untreated insect or rodent infil-
trated records. Agencies may contact 
the NARA records center for technical 
advice on treating such records. 

(c) Agencies may use any NARA 
records center (see § 1228.154(a)) if space 
is available for the storage of unclassi-
fied records. All NARA facilities are 
equipped to store classified records 
that have a national security classi-
fication up to Confidential, and certain 
NARA facilities can also accept Secret 
(or ‘‘Q’’) classified records. Only the 
Washington National Records Center is 
equipped to store records that have 
been assigned a national security clas-
sification of Top Secret, as defined in 
Executive Order 12958 (3 CFR, 1995 
Comp., p. 333) and predecessor orders. 
For storage of restricted records re-
quiring vault storage (regardless of the 
level of classification), agencies must 
contact the records center(s) they wish 
to use to find out if the center(s) can 
properly store the records. 

(d) Transfers to NARA records cen-
ters must be preceded by the submis-
sion of a Standard Form 135, Records 
Transmittal and Receipt. Preparation 
and submission of this form will meet 
the requirements for records descrip-

tion provided in § 1228.154(c), except the 
folder title list required for permanent 
and unscheduled records. A folder title 
list is also required for records that are 
scheduled for sampling or selection 
after transfer. 

(e) A separate SF 135 is required for 
each individual records series having 
the same disposition authority and dis-
position date. 

(f) For further guidance on transfer 
of records to a NARA records center, 
consult the NARA Records Center Pro-
gram web site (http://www.archives.gov), 
or current NARA publications and bul-
letins by contacting the Office of Re-
gional Records Services (NR), indi-
vidual NARA regional facilities, or the 
Washington National Records Center 
(NWMW). 

[64 FR 67667, Dec. 2, 1999, as amended at 66 
FR 27027, May 16, 2001; 67 FR 43253, June 27, 
2002] 

§ 1228.162 How does an agency trans-
fer vital records to a NARA records 
center? 

For assistance on selecting an appro-
priate site among NARA facilities for 
storage of vital records, agencies may 
contact NARA (NR), 8601 Adelphi Rd., 
College Park, MD 20740–6001. The ac-
tual transfers are governed by the gen-
eral requirements and procedures in 
this subpart and 36 CFR part 1236. 

§ 1228.164 What records must be trans-
ferred to the National Personnel 
Records Center (NPRC)? 

General Records Schedules 1 and 2 
specify that certain Federal civilian 
personnel, medical, and pay records 
must be centrally stored at the Na-
tional Personnel Records Center (Civil-
ian Personnel Records), 111 Winnebago 
Street, St. Louis, MO 63118. An agency 
must transfer the following four types 
of records to the NPRC: 

(a) Official personnel folders of sepa-
rated Federal civilian employees; 

(b) Service record cards of employees 
who separated or transferred on or be-
fore December 31, 1947; 

(c) Audited individual earnings and 
pay cards and comprehensive payrolls; 
and 

(d) Employee medical folders of sepa-
rated Federal civilian employees. 
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§ 1228.166 How does an agency trans-
fer records to the National Per-
sonnel Records Center (NPRC)? 

(a) Agencies must use the following 
procedures when transferring records 
to the NPRC: 

(1) Forward the official personnel 
folder (OPF) and the employee medical 
folder (EMF) to the National Personnel 
Records Center at the same time. 

(2) Transfer EMFs and OPFs in sepa-
rate folders. 

(b) For further guidance consult the 
NPRC web site (http://www.archives.gov/ 
facilities/mo/stllouis.html). 

(c) Consult the Office of Personnel 
Management web site (http:// 
www.opm.gov/feddata/html/opf.htm) for 
the OPM publication The Guide to Per-
sonnel Recordkeeping for procedures 
on the transfer of OPFs and EMFs. 
(The Guide is also available from the 
Superintendent of Documents, U.S. 
Government Printing Office, Mail 
Stop: SSOP, Washington, DC 20402– 
9328.) 

[64 FR 67667, Dec. 2, 1999, as amended at 67 
FR 43253, June 27, 2002] 

§ 1228.168 How can records be used in 
NARA records centers? 

(a) Agency records transferred to a 
NARA records center remain in the 
legal custody of the agency. NARA acts 
as the agency’s agent in maintaining 
the records. NARA will not disclose the 
record except to the agency which 
maintains the record, or under rules es-
tablished by that agency which are not 
inconsistent with existing laws. 

(b) Federal agencies must use Stand-
ard Form (SF) 180, Request Pertaining 
to Military Records, to obtain informa-
tion from military service records in 
the National Personnel Records Center 
(Military Personnel Records). Agencies 
may furnish copies of that form to the 
public to aid in inquiries. Members of 
the public and non-governmental orga-
nizations also may obtain copies of SF 
180 by submitting a written request to 
the National Personnel Records Center 
(Military Personnel Records), 9700 Page 
Boulevard, St. Louis, MO 63132. OMB 
Control Number 3095–0029 has been as-
signed to the SF 180. 

(c) Use Standard Form 127, Request 
for Official Personnel Folder (Sepa-
rated Employee), to request trans-

mission of personnel folders of sepa-
rated employees stored at the National 
Personnel Records Center. 

(d) Use Standard Form 184, Request 
for Employee Medical Folder (Sepa-
rated Employee), to request medical 
folders stored at the National Per-
sonnel Records Center. 

(e) Use Optional Form 11, Reference 
Request—Federal Records Center to re-
quest medical records transferred to 
other NARA records centers prior to 
September 1, 1984. The request must in-
clude the name and address of the 
agency’s designated medical records 
manager. 

(f) For any other requests, use the 
Optional Form 11, Reference Request— 
Federal Records Centers, a form jointly 
designated by that agency and NARA, 
or their electronic equivalents. 

§ 1228.170 How are disposal clearances 
managed for records in NARA 
records centers? 

(a) The National Personnel Records 
Center will destroy records covered by 
General Records Schedules 1 and 2 in 
accordance with those schedules with-
out further agency clearance. 

(b) NARA records centers will de-
stroy other eligible Federal records 
only with the written concurrence of 
the agency having legal custody of the 
records. 

(c) NARA records centers will main-
tain documentation on the final dis-
position of records, as required in 36 
CFR 1220.36, for the period of time re-
quired by General Records Schedule 16. 

(d) When NARA approves an exten-
sion of retention period beyond the 
time authorized in the records schedule 
for records stored in NARA records 
centers, NARA will notify those af-
fected records centers to suspend dis-
posal of the records (see § 1228.54(e)). 

Subpart K—Facility Standards for 
Records Storage Facilities 

SOURCE: 64 FR 67642, Dec. 2, 1999, unless 
otherwise noted. 
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GENERAL 

§ 1228.220 What authority applies to 
this subpart? 

NARA is authorized to establish, 
maintain and operate records centers 
for Federal agencies under 44 U.S.C. 
2907. NARA is authorized, under 44 
U.S.C. 3103, to approve a records center 
that is maintained and operated by an 
agency. NARA is also authorized to 
promulgate standards, procedures, and 
guidelines to Federal agencies with re-
spect to the storage of their records in 
commercial records storage facilities. 
See 44 U.S.C. 2104(a), 2904 and 3102. The 
regulations in this subpart apply to all 
records storage facilities Federal agen-
cies use to store, service, and dispose of 
their records. 

§ 1228.222 What does this subpart 
cover? 

(a) This subpart covers the establish-
ment, maintenance, and operation of 
records centers, whether Federally- 
owned and operated by NARA or an-
other Federal agency, or Federally- 
owned and contractor operated. This 
subpart also covers an agency’s use of 
commercial records storage facilities. 
Records centers and commercial 
records storage facilities are referred 
to collectively as records storage fa-
cilities. This subpart specifies the min-
imum structural, environmental, prop-
erty, and life-safety standards that a 
records storage facility must meet 
when the facility is used for the stor-
age of Federal records. 

(b) Except where specifically noted, 
this subpart applies to all records stor-
age facilities. Certain noted provisions 
apply only to new records storage fa-
cilities. 

§ 1228.224 Publications incorporated 
by reference. 

(a) General. The following publica-
tions cited in this section are hereby 
incorporated by reference into this sub-
part K of part 1228. They are available 
from the issuing organizations at the 
addresses listed in this section. They 
are also available for inspection at the 
National Archives and Records Admin-
istration (NARA). For information on 
the availability of this material at 
NARA, call 202–741–6030, or go to: http:// 

www.archives.gov/federallregister/ 
codeloflfederallregulations/ 
ibrllocations.html.This incorporation 
by reference was approved by the Di-
rector of the Federal Register in ac-
cordance with 5 U.S.C. 552(a) and 1 CFR 
Part 51. These materials are incor-
porated as they exist on the date of ap-
proval, and a document indicating any 
change in these materials will be pub-
lished in the FEDERAL REGISTER. 

(b) American Society of Testing and 
Materials (ASTM) standards. The fol-
lowing ASTM standard is available 
from the American Society of Testing 
and Materials, 100 Barr Harbor Drive, 
West Conshohocken, PA, 19428–2959, or 
on-line at www.astm.org: 

E 119–98, Standard Test Methods for Fire 
Tests of Building Construction and Mate-
rials. 

(c) National Fire Protection Association 
(NFPA) standards. The following NFPA 
standards are available from the Na-
tional Fire Protection Association, 1 
Batterymarch Park, P.O. Box 9109, 
Quincy, MA 02269–9101, or on-line at 
http://catalog.nfpa.org: 

NFPA 10, Standard for Portable Fire Extin-
guishers (1994 Edition). 

NFPA 13, Standard for the Installation of 
Sprinkler Systems (1996 Edition). 

NFPA 20, Standard for the Installation of 
Centrifugal Fire Pumps (1996 Edition). 

NFPA 40, Standard for the Storage and Han-
dling of Cellulose Nitrate Motion Picture 
Film (1997 Edition). 

NFPA 42, Code for the Storage of Pyroxylin 
Plastic (1997 Edition). 

NFPA 72, National Fire Alarm Code (1996 
Edition). 

NFPA 101, Life Safety Code (1997 Edition). 
NFPA 221, Standard for Fire Walls and Fire 

Barrier Walls (1994 Edition). 
NFPA 231, Standard for General Storage 

(1998 Edition). 
NFPA 231C, Standard for Rack Storage of 

Materials (1998 Edition). 
NFPA 232, Standard for the Protection of 

Records (1995 Edition). 
NFPA 232A, Guide for Fire Protection of Ar-

chives and Records Centers (1995 Edition). 

(d) Underwriters Laboratory (UL) 
standards. The following UL standards 
are available from the Underwriters 
Laboratory at www.ul.com or from 
Global Engineering Documents, 15 In-
verness Way East, Englewood, CO 80112: 

UL 611, Central-Station Burglar-Alarm Sys-
tems (February 22, 1996). 
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UL 827, Central-Station Alarm Services 
(April 23, 1999). 

UL 1076, Proprietary Burglar Alarm Units 
and Systems (February 1, 1999). 

(e) American Society of Heating, Refrig-
erating and Air-Conditioning Engineers, 
Inc. (ASHRAE) standards. The following 
ASHRAE standards are available from 
ASHRAE at ASHRAE Customer Serv-
ice, 1791 Tullie Circle NE, Atlanta, GA 
30329 or online at www.ASHRAE.org: 

ANSI/ASHRAE 55–1992, Thermal Environ-
mental Conditions for Human Occupancy. 

ANSI/ASHRAE 62–1989, Ventilation for Ac-
ceptable Indoor Air Quality. 

(f) American National Standards Insti-
tute (ANSI) standards. The following 
ANSI standards are available from the 
American National Standards Insti-
tute, 11 West 42nd St., New York, NY 
10036: 

ANSI/NAPM IT9.18–1996, Imaging Materials— 
Processed Photographic Plates—Storage 
Practices. 

ANSI/NAPM IT9.20–1996, Imaging Materials— 
Reflection Prints—Storage Practices. 

ANSI/NAPM IT9.23–1996, Imaging Materials— 
Polyester Base Magnetic Tape—Storage. 

ANSI/PIMA IT9.11–1998, Imaging Materials— 
Processed Safety Photographic Films— 
Storage. 

ANSI/PIMA IT9.25–1998, Imaging Materials— 
Optical Disc Media—Storage. 

[64 FR 67642, Dec. 2, 1999, as amended at 67 
FR 79518, Dec. 30, 2002] 

§ 1228.226 Definitions. 
The following definitions apply to 

this subpart: 
Auxiliary spaces mean non-records 

storage areas such as offices, research 
rooms, other work and general storage 
areas but excluding boiler rooms or 
rooms containing equipment operating 
with a fuel supply such as generator 
rooms. 

Commercial records storage facility has 
the meaning specified in § 1220.14 of this 
chapter. 

Existing records storage facility means 
any records center or commercial 
records storage facility used to store 
records on January 2, 2000, and that has 
stored records continuously since that 
date. 

Fire barrier wall means a wall, other 
than a fire wall, having a fire resist-
ance rating, constructed in accordance 
with NFPA 221 (1994), Standard for Fire 

Walls and Fire Barrier Walls, Chapter 
4. 

Licensed fire protection engineer means 
a licensed or registered professional en-
gineer with a recognized specialization 
in fire protection engineering. For 
those States that do not separately li-
cense or register fire protection engi-
neers, a licensed or registered profes-
sional engineer with training and expe-
rience in fire protection engineering, 
operating within the scope of that li-
censing or registration, who is also a 
professional member of the Society of 
Fire Protection Engineers. 

Must and provide mean that a provi-
sion is mandatory. 

New records storage facility means any 
records center or commercial records 
storage facility established or con-
verted for use as a records center or 
commercial records storage facility on 
or after January 3, 2000. 

Permanent record has the meaning 
specified in § 1220.14 of this chapter. 

Records center has the meaning speci-
fied in § 1220.14 of this chapter. 

Records storage area means the area 
containing records that is enclosed by 
four fire walls, the floor, and the ceil-
ing. 

Records storage facility has the mean-
ing specified in § 1220.14 of this chapter. 

Sample/select records means records 
whose final disposition requires an ana-
lytical or statistical sampling prior to 
final disposition authorization, in 
which some percentage of the original 
accession will be retained as perma-
nent records. 

Should or may means that a provision 
is recommended or advised but not re-
quired. 

Temporary record has the meaning 
specified in § 1220.14 of this chapter. 

Unscheduled records has the meaning 
specified in § 1220.14 of this chapter. 

[64 FR 67642, Dec. 2, 1999; 64 FR 68946, Dec. 9, 
1999] 

FACILITY STANDARDS 

§ 1228.228 What are the facility re-
quirements for all records storage 
facilities? 

(a) The facility must be constructed 
with non-combustible materials and 
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building elements, including walls, col-
umns and floors. An agency may re-
quest a waiver of this requirement 
from NARA for an existing records 
storage facility with combustible 
building elements to continue to oper-
ate until October 1, 2009. In its request 
for a waiver, the agency must provide 
documentation that the facility has a 
fire suppression system specifically de-
signed to mitigate this hazard and that 
the system meets the requirements of 
§ 1228.230(s). Requests must be sub-
mitted to the Director, Space and Se-
curity Management Division (NAS), 
National Archives and Records Admin-
istration, 8601 Adelphi Road, College 
Park, MD 20740–6001. 

(b) A facility with two or more sto-
ries must be designed or certified by a 
licensed fire protection engineer and 
civil/structural engineer to avoid cata-
strophic failure of the structure due to 
an uncontrolled fire on one of the in-
termediate floor levels. 

(c) The building must be sited a min-
imum of five feet above and 100 feet 
from any 100 year flood plain areas, or 
be protected by an appropriate flood 
wall that conforms to local or regional 
building codes. 

(d) The facility must be designed in 
accordance with regional building 
codes to provide protection from build-
ing collapse or failure of essential 
equipment from earthquake hazards, 
tornados, hurricanes and other poten-
tial natural disasters. 

(e) Roads, fire lanes and parking 
areas must permit unrestricted access 
for emergency vehicles. 

(f) A floor load limit must be estab-
lished for the records storage area by a 
licensed structural engineer. The limit 
must take into consideration the 
height and type of the shelving or stor-
age equipment, the width of the aisles, 
the configuration of the space, etc. The 
allowable load limit must be posted in 
a conspicuous place and must not be 
exceeded. 

(g) The facility must ensure that the 
roof membrane does not permit water 
to penetrate the roof. NARA strongly 
recommends that this requirement be 
met by not mounting equipment on the 
roof and placing nothing else on the 
roof that may cause damage to the roof 
membrane. Alternatively, a facility 

may meet this requirement with strin-
gent design specifications for roof- 
mounted equipment in conjunction 
with a periodic roof inspection program 
performed by appropriately certified 
professionals. 

(1) New records storage facilities 
must meet the requirements in this 
paragraph (g) January 3, 2000. 

(2) Existing facilities must meet the 
requirements in this paragraph (g) no 
later than October 1, 2009. 

(h) Piping (with the exception of fire 
protection sprinkler piping and storm 
water roof drainage piping) must not 
be run through records storage areas 
unless supplemental measures such as 
gutters or shields are used to prevent 
water leaks and the piping assembly is 
inspected for potential leaks regularly. 
If drainage piping from roof drains 
must be run though records storage 
areas, the piping must be run to the 
nearest vertical riser and must include 
a continuous gutter sized and installed 
beneath the lateral runs to prevent 
leakage into the storage area. Vertical 
pipe risers required to be installed in 
records storage areas must be fully en-
closed by shaft construction with ap-
propriate maintenance access panels. 

(1) New records storage facilities 
must meet the requirements in this 
paragraph (h) January 3, 2000. 

(2) Existing facilities must meet the 
requirements in this paragraph (h) no 
later than October 1, 2009. 

(i) The following standards apply to 
records storage shelving: 

(1) All storage shelving must be de-
signed and installed to provide seismic 
bracing that meets the requirements of 
the applicable regional building code; 

(2) Steel shelving or other open-shelf 
records storage equipment must be 
braced to prevent collapse under full 
load. Each shelving unit must be indus-
trial style shelving rated at least 50 
pounds per cubic foot supported by the 
shelf; 

(3) Compact mobile shelving systems 
(if used) must be designed to permit 
proper air circulation and fire protec-
tion (detailed specifications that meet 
this requirement can be provided by 
NARA by writing to Director, Space 
and Security Management Division 
(NAS), National Archives and Records 
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Administration, 8601 Adelphi Road, 
College Park, MD 20740–6001.). 

(j) The area occupied by the records 
storage facility must be equipped with 
an anti-intrusion alarm system, or 
equivalent, meeting the requirements 
of Underwriters Laboratory (UL) 
Standard 1076, Proprietary Burglar 
Alarm Units and Systems (February 1, 
1999), level AA, to protect against un-
lawful entry after hours and to mon-
itor designated interior storage spaces. 
This intrusion alarm system must be 
monitored in accordance with UL 
Standard 611, Central-Station Burglar- 
Alarm Systems (February 22, 1996). 

(k) The facility must comply with 
the requirements for a Level III facil-
ity as defined in the Department of 
Justice, U. S. Marshals Service report 
‘‘Vulnerability Assessment of Federal 
Facilities’’ dated June 28, 1995. These 
requirements are provided in Appendix 
A to this Part 1228. Agencies may re-
quire compliance with Level IV or 
Level V facility security requirements 
if the facility is classified at the higher 
level. 

(l) Records contaminated by haz-
ardous materials, such as radioactive 
isotopes or toxins, infiltrated by in-
sects, or exhibiting active mold growth 
must be stored in separate areas hav-
ing separate air handling systems from 
other records. 

(m) To eliminate damage to records 
and/or loss of information due to in-
sects, rodents, mold and other pests 
that are attracted to organic materials 
under specific environmental condi-
tions, the facility must have an Inte-
grated Pest Management program as 
defined in the Food Protection Act of 
1996 (Section 303, Public Law 104–170, 
110 Stat. 1512). This states in part that 
Integrated Pest Management is a sus-
tainable approach to managing pests 
by combining biological, cultural, 
physical, and chemical tools in a way 
that minimizes economic, health, and 
environmental risks. The IPM program 
emphasizes three fundamental ele-
ments: 

(1) Prevention. IPM is a preventive 
maintenance process that seeks to 
identify and eliminate potential pest 
access, shelter, and nourishment. It 
also continually monitors for pests 

themselves, so that small infestations 
do not become large ones; 

(2) Least-toxic methods. IPM aims to 
minimize both pesticide use and risk 
through alternate control techniques 
and by favoring compounds, formula-
tions, and application methods that 
present the lowest potential hazard to 
humans and the environment; and 

(3) Systems approach. The IPM pest 
control contract must be effectively 
coordinated with all other relevant 
programs that operate in and around a 
building, including plans and proce-
dures involving design and construc-
tion, repairs and alterations, cleaning, 
waste management, food service, and 
other activities. 

(n) For new records storage facilities 
only, the additional requirements in 
this paragraph (n) must be met: 

(1) Do not install mechanical equip-
ment containing motors rated in excess 
of 1 HP within records storage areas 
(either floor mounted or suspended 
from roof support structures). 

(2) Do not install high-voltage elec-
trical distribution equipment (i.e., 
13.2kv or higher switchgear and trans-
formers) within records storage areas 
(either floor mounted or suspended 
from roof support structures). 

(3) A redundant source of primary 
electric service such as a second pri-
mary service feeder should be provided 
to ensure continuous, dependable serv-
ice to the facility especially to the 
HVAC systems, fire alarm and fire pro-
tection systems. Manual switching be-
tween sources of service is acceptable. 

(4) The facility must be kept under 
positive air pressure especially in the 
area of the loading dock. In addition, 
to prevent fumes from vehicle exhausts 
from entering the facility, air intake 
louvers must not be located in the area 
of the loading dock, adjacent to park-
ing areas or in any location where a ve-
hicle engine may be running for any 
period of time. Loading docks must 
have an air supply and exhaust system 
that is separate from the remainder of 
the facility. 

[64 FR 67642, Dec. 2, 1999; 64 FR 68946, Dec. 9, 
1999] 
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§ 1228.230 What are the fire safety re-
quirements that apply to records 
storage facilities? 

(a) The fire detection and protection 
systems must be designed or certified 
by a licensed fire protection engineer. 

(b) All walls separating records stor-
age areas from each other and from 
other storage areas in the building 
must be 4-hour fire resistant. The 
records storage areas must not exceed 
a total capacity of 250,000 cubic feet of 
records each and must be constructed 
to prevent migration of fire and smoke 
to other spaces of the building. If the 
facility does not have fire 
compartmentalization of its records 
storage area or has compartmentalized 
records storage areas larger than 
250,000 cubic feet, the facility may not 
store more than 250,000 cubic feet total 
of Federal records in the records stor-
age area. 

(c) Fire barrier walls that meet the 
following specifications must be pro-
vided: 

(1) For existing records storage fa-
cilities, at least one-hour-rated fire 
barrier walls must be provided between 
the records storage areas and other 
auxiliary spaces. 

(2) For new records storage facilities, 
two-hour-rated fire barrier walls must 
be provided between the records stor-
age areas and other auxiliary spaces. 
One exterior wall of each stack area 
must be designed with a maximum fire 
resistive rating of one hour, or, if rated 
more than one hour, there must be at 
least one knock-out panel in one exte-
rior wall of each stack area. 

(d) Penetrations in the walls must 
not reduce the specified fire resistance 
ratings. The fire resistance ratings of 
structural elements and construction 
assemblies must be in accordance with 
American Society of Testing and Mate-
rials E 119–98, Standard Test Methods 
for Fire Tests of Building Construction 
and Materials. 

(e) The fire resistive rating of the 
roof must be a minimum of 1⁄2 hour for 
all records storage facilities. For new 
records storage facilities, the fire resis-
tive rating of the roof must also be a 
maximum of 1 hour. 

(f) Openings in fire barrier walls sep-
arating records storage areas must be 
avoided to the greatest extent possible. 

If openings are necessary, they must be 
protected by self-closing or automatic 
Class A fire doors, or equivalent doors 
that maintain the same rating as the 
wall. 

(g) Roof support structures that cross 
or penetrate fire barrier walls must be 
cut and supported independently on 
each side of the fire barrier wall. 

(h) If fire barrier walls are erected 
with expansion joints, the joints must 
be protected to their full height. 

(i) For new records storage facilities, 
building columns in the records storage 
areas must be 4-hour fire resistant 
from the floor to slab above or to the 
location where they connect to the roof 
framing system. For existing records 
storage facilities, the building columns 
must be at least 2-hour fire resistant. 

(j) Automatic roof vents for routine 
ventilation purposes must not be de-
signed into new records storage facili-
ties. Automatic roof vents, designed 
solely to vent in the case of a fire, with 
a temperature rating at least twice 
that of the sprinkler heads are accept-
able. 

(k) Where lightweight steel roof or 
floor supporting members (e.g., bar 
joists having top chords with angles 2 
by 11⁄2 inches or smaller, 1⁄4-inch thick 
or smaller, and 13⁄16-inch or smaller web 
diameters) are present, they must be 
protected either by applying a 10- 
minute fire resistive coating to the top 
chords of the joists, or by retrofitting 
the sprinkler system with large drop 
sprinkler heads. If a fire resistive coat-
ing is applied, it must be a product 
that will not release (off gas) harmful 
fumes into the facility. If fire resistive 
coating is subject to air erosion or 
flaking, it must be fully enclosed in a 
drywall containment constructed of 
metal studs with fire retardant 
drywall. Retrofitting may require 
modifications to the piping system to 
ensure that adequate water capacity 
and pressure are provided in the areas 
to be protected with these large drop 
sprinkler heads. 

(l) No open flame (oil or gas) unit 
heaters or equipment may be installed 
or used in any records storage area. 

(m) For existing records storage fa-
cilities, boiler rooms or rooms con-
taining equipment operating with a 
fuel supply (such as generator rooms) 
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must be separated from records storage 
areas by 2-hour-rated fire barrier walls 
with no openings directly from these 
rooms to the records storage areas. 
Such areas must be vented directly to 
the outside to a location where fumes 
will not be drawn back into the facil-
ity. 

(n) For new records storage facilities, 
boiler rooms or rooms containing 
equipment operating with a fuel supply 
(such as generator rooms) must be sep-
arated from records storage areas by 4- 
hour-rated fire barrier walls with no 
openings directly from these rooms to 
the records storage areas. Such areas 
must be vented directly to the outside 
to a location where fumes will not be 
drawn back into the facility. 

(o) For new records storage facilities, 
fuel supply lines must not be installed 
in areas containing records and must 
be separated from such areas with 4- 
hour rated construction assemblies. 

(p) Equipment rows running perpen-
dicular to the wall must comply with 
NFPA 101 (1997), Life Safety Code, with 
respect to egress requirements. 

(q) No oil-type electrical trans-
formers, regardless of size, except ther-
mally protected devices included in flu-
orescent light ballasts, may be in-
stalled in the records storage areas. All 
electrical wiring must be in metal con-
duit, except that armored cable may be 
used where flexible wiring connections 
to light fixtures are required. Battery 
charging areas for electric forklifts 
must be separated from records storage 
areas with at least a 2-hour rated fire 
barrier wall. 

(r) Hazardous materials, including 
records on cellulose nitrate film, must 
not be stored in records storage areas. 
Nitrate motion picture film and nitrate 
sheet film may be stored in separate 
areas that meet the requirements of 
the appropriate NFPA standard, NFPA 
40 (1997), Standard for the Storage and 
Handling of Cellulose Nitrate Motion 
Picture Film, or NFPA 42 (1997), Code 
for the Storage of Pyroxylin Plastic. 

(s) All records storage and adjoining 
areas must be protected by a profes-
sionally-designed fire-safety detection 
and suppression system that is de-
signed to limit the maximum antici-
pated loss in any single fire event to a 
maximum of 300 cubic feet of records 

destroyed by fire. Section 1228.242 
specifies how to document compliance 
with this requirement. 

§ 1228.232 What are the requirements 
for environmental controls for 
records storage facilities? 

(a) Paper-based temporary records. 
Paper-based temporary records must be 
stored under environmental conditions 
that prevent the active growth of mold. 
Exposure to moisture through leaks or 
condensation, relative humidities in 
excess of 70%, extremes of heat com-
bined with relative humidity in excess 
of 55%, and poor air circulation during 
periods of elevated heat and relative 
humidity are all factors that con-
tribute to mold growth. 

(b) Nontextual temporary records. Non-
textual temporary records, including 
microforms and audiovisual and elec-
tronic records, must be stored in 
records storage space that will ensure 
their preservation for their full reten-
tion period. New records storage facili-
ties that store nontextual temporary 
records must meet the requirements in 
this paragraph (b) January 3, 2000. Ex-
isting records storage facilities that 
store nontextual temporary records 
must meet the requirements in this 
paragraph (b) no later than October 1, 
2009. At a minimum, nontextual tem-
porary records must be stored in 
records storage space that meets the 
requirements for medium term storage 
set by the appropriate standard in this 
paragraph (b). In general, medium term 
conditions as defined by these stand-
ards are those that will ensure the 
preservation of the materials for at 
least 10 years with little information 
degradation or loss. Records may con-
tinue to be usable for longer than 10 
years when stored under these condi-
tions, but with an increasing risk of in-
formation loss or degradation with 
longer times. If temporary records re-
quire retention longer than 10 years, 
better storage conditions (cooler and 
drier) than those specified for medium 
term storage will be needed to main-
tain the usability of these records. The 
applicable standards are: 

(1) ANSI/PIMA IT9.11–1998, Imaging 
Materials—Processed Safety Photo-
graphic Films—Storage; 
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(2) ANSI/NAPM IT9.23–1996, Imaging 
Materials—Polyester Base Magnetic 
Tape—Storage; 

(3) ANSI/PIMA IT9.25–1998, Imaging 
Materials—Optical Disc Media—Stor-
age; 

(4) ANSI /NAPM IT9.20–1996, Imaging 
Materials—Reflection Prints—Storage 
Practices; and/or 

(5) ANSI/NAPM IT9.18–1996, Imaging 
Materials—Processed Photographic 
Plates—Storage Practices. 

(c) Paper-based permanent, unsched-
uled and sample/select records. Paper- 
based permanent, unscheduled, and 
sample/select records must be stored in 
records storage space that provides 24 
hour/365 days per year air conditioning 
(temperature, humidity, and air ex-
change) equivalent to that required for 
office space. See ASHRAE Standard 55– 
1992, Thermal Environmental Condi-
tions for Human Occupancy, and 
ASHRAE Standard 62–1989, Ventilation 
for Acceptable Indoor Air Quality, for 
specific requirements. New records 
storage facilities that store paper- 
based permanent, unscheduled, and/or 
sample/select records must meet the 
requirement in this paragraph (c) Jan-
uary 3, 2000. Existing storage facilities 
that store paper-based permanent, un-
scheduled, and/or sample/select records 
must meet the requirement in this 
paragraph (c) no later than October 1, 
2009. 

(d) Nontextual permanent, unscheduled, 
and/or sample/select records. All records 
storage facilities that store microfilm, 
audiovisual, and/or electronic perma-
nent, unscheduled, and/or sample/select 
records must comply with the storage 
standards for permanent and unsched-
uled records in parts 1230, 1232, and/or 
1234 of this chapter, respectively. 

HANDLING DEVIATIONS FROM NARA’S 
FACILITY STANDARDS 

§ 1228.234 What rules apply if there is 
a conflict between NARA standards 
and other regulatory standards that 
a facility must follow? 

(a) If any provisions of this subpart 
conflict with local or regional building 
codes, the following rules of precedence 
apply: 

(1) Between differing levels of fire 
protection and life safety, the more 
stringent provision applies; and 

(2) Between mandatory provisions 
that cannot be reconciled with a re-
quirement of this subpart, the local or 
regional code applies. 

(b) If any of the provisions of this 
subpart conflict with mandatory life 
safety or ventilation requirements im-
posed on underground storage facilities 
by 30 CFR chapter I, 30 CFR chapter I 
applies. 

(c) NARA reserves the right to re-
quire documentation of the mandatory 
nature of the conflicting code and the 
inability to reconcile that provision 
with NARA requirements. 

§ 1228.236 How does an agency request 
a waiver from a requirement in this 
subpart? 

(a) Types of waivers that may be ap-
proved. NARA may approve exceptions 
to one or more of the standards in this 
subpart for: 

(1) Systems, methods, or devices that 
are demonstrated to have equivalent or 
superior quality, strength, fire resist-
ance, effectiveness, durability, and 
safety to those prescribed by this sub-
part; 

(2) Existing agency records centers 
that met the previous NARA standards 
in effect on January 2, 2000, but that do 
not meet a new standard required to be 
in place on January 3, 2000; and 

(3) The application of roof require-
ments in §§ 1228.228 and 1228.230 to un-
derground storage facilities. 

(b) Where to submit a waiver request. 
The agency submits a waiver request, 
containing the information specified in 
paragraphs (c), (d), and/or (e) of this 
section to the Director, Security and 
Space Management Division (NAS), 
National Archives and Records Admin-
istration, 8601 Adelphi Rd., College 
Park, MD 20740–6001. 

(c) Content of request for waivers for 
equivalent or superior alternatives. The 
agency’s waiver request must contain: 

(1) A statement of the specific provi-
sion(s) of this subpart for which a waiv-
er is requested, a description of the 
proposed alternative, and an expla-
nation how it is equivalent to or supe-
rior to the NARA requirement; and 

(2) Supporting documentation that 
the alternative does not provide less 
protection for Federal records than 
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that which would be provided by com-
pliance with the corresponding provi-
sions contained in this subpart. Docu-
mentation may take the form of cer-
tifications from a licensed fire protec-
tion engineer or a structural or civil 
engineer, as appropriate; reports of 
independent testing; reports of com-
puter modeling; and/or other sup-
porting information. 

(d) Content of request for waiver for 
previously compliant agency records cen-
ter. The agency’s waiver request must 
identify which requirement(s) the 
agency records center cannot meet and 
provide a plan with milestones for 
bringing the center into compliance. 

(e) Content of request for waiver of roof 
requirements for underground facility. 
The agency’s waiver request must iden-
tify the location of the facility and 
whether the facility is a drift entrance 
facility or a vertical access facility. 

§ 1228.238 How does NARA process a 
waiver request? 

(a) Waiver for equivalent or superior al-
ternative. NARA will review the waiver 
request and supporting documentation. 

(1) If in NARA’s judgement the sup-
porting documentation clearly sup-
ports the claim that the alternative is 
equivalent or superior to the NARA re-
quirement, NARA will grant the waiver 
and notify the requesting agency with-
in 30 calendar days. 

(2) If NARA questions whether sup-
porting documentation demonstrates 
that the proposed alternative offers at 
least equal protection to Federal 
records, NARA will consult the appro-
priate industry standards body or other 
qualified expert before making a deter-
mination. NARA will notify the re-
questing agency within 30 calendar 
days of receipt of the request that con-
sultation is necessary and will provide 
a final determination within 60 cal-
endar days. If NARA does not grant the 
waiver, NARA will furnish a full expla-
nation of the reasons for its decision. 

(b) Waiver of new requirement for exist-
ing agency records center. NARA will re-
view the agency’s waiver request and 
plan to bring the facility into compli-
ance. 

(1) NARA will approve the request 
and plan within 30 calendar days if 
NARA judges the planned actions and 

time frames for bringing the facility 
into compliance are reasonable. 

(2) If NARA questions the feasibility 
or reasonableness of the plan, NARA 
will work with the agency to develop a 
revised plan that NARA can approve 
and the agency can implement. NARA 
may grant a short-term temporary 
waiver, not to exceed 180 calendar days, 
while the revised plan is under develop-
ment. 

(c) Waiver of roof requirements for un-
derground storage facilities. NARA will 
normally grant the waiver and notify 
the requesting agency within 10 work 
days if the agency has not also re-
quested a waiver of a different require-
ment under § 1228.236. If the agency has 
another waiver request pending for the 
same facility, NARA will respond to all 
of the waiver requests at the same time 
and within the longest time limits. 

FACILITY APPROVAL AND INSPECTION 
REQUIREMENTS 

§ 1228.240 How does an agency request 
authority to establish or relocate 
records storage facilities? 

(a) General policy. Agencies are re-
sponsible for ensuring that records in 
their legal custody are stored in appro-
priate space as outlined in this sub-
part. Under § 1228.156(a), agencies are 
responsible for initiating action to re-
move records from space that does not 
meet these standards if deficiencies are 
not corrected within 6 months after 
initial discovery of the deficiencies by 
NARA or the agency and to complete 
removal of the records within 18 
months after initial discovery of the 
deficiencies. 

(1) Agency records centers. Agencies 
must obtain prior written approval 
from NARA before establishing or relo-
cating an agency records center. Each 
separate agency records center must be 
specifically approved by NARA prior to 
the transfer of any records to that indi-
vidual facility. If an agency records 
center has been approved for the stor-
age of Federal records of one agency, 
any other agency that proposes to 
store its records in that facility must 
still obtain NARA approval to do so. 

(2) Commercial records storage facilities. 
An agency may contract for commer-
cial records storage services. However, 
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before any agency records are trans-
ferred to a commercial records storage 
facility, the transferring agency must 
ensure that the facility meets all of the 
requirements for an agency records 
storage facility set forth in this sub-
part and must submit the documenta-
tion required in paragraph (e) of this 
section. 

(b) Exclusions. For purposes of this 
section, the term ‘‘agency records cen-
ter’’ excludes NARA-owned and oper-
ated records centers. For purposes of 
this section and § 1228.244, the term 
‘‘agency records center’’ also excludes 
agency records staging and/or holding 
areas with a capacity for containing 
less than 25,000 cubic feet of records. 
However, such records centers and 
areas, including records centers oper-
ated and maintained by NARA, must 
comply with the facility standards in 
§§ 1228.228 through 1228.232. 

(c) Content of requests for agency 
records centers. Requests for authority 
to establish or relocate an agency 
records center, or to use an agency 
records center operated by another 
agency, must be submitted in writing 
to the Director, Space and Security 
Management Division (NAS), National 
Archives and Records Administration, 
8601 Adelphi Road, College Park, MD 
20740–6001. 

(1) The request must identify the spe-
cific facility and, for requests to estab-
lish or relocate the agency’s own 
records center, document compliance 
with the standards in this subpart. 
Documentation requirements for 
§ 1228.230(s) are specified in § 1228.242. 

(2) If the request is for approval of an 
existing agency records center that did 
not comply with the requirements of 
this subpart in effect on January 2, 
2000, the request must also contain the 
agency’s plan to modify the facility to 
bring it into compliance with current 
requirements within a three year pe-
riod. Such requests must be submitted 
to NARA no later than July 1, 2000. 

(d) Approval of requests for agency 
records centers. NARA will review the 
submitted documentation to ensure the 
facility demonstrates full compliance 
with the standards in this subpart. For 
requests submitted under paragraph 
(c)(2) of this section, NARA also will 
review the submitted plan to ensure 

that the plan is realistic. NARA re-
serves the right to visit the facility, if 
necessary, to make the determination 
of compliance. NARA will inform the 
agency of its decision within 45 cal-
endar days after the request is re-
ceived, and will provide the agency in-
formation on the areas of noncompli-
ance if the request is denied. Requests 
will be denied only if NARA determines 
that the facility does not demonstrate 
full compliance with the standards in 
this subpart. Approvals will be valid 
for a period of 10 years, unless the fa-
cility is materially changed before 
then or an agency or NARA inspection 
finds that the facility does not meet 
the standards in this subpart. Material 
changes require submission of a new re-
quest for NARA approval. 

(e) Documentation requirements for 
storing Federal records in commercial 
records storage facilities. At least 45 cal-
endar days before an agency first 
transfers records to a commercial 
records storage facility, the agency 
must submit documentation to NARA 
that the facility complies with the 
standards in this subpart. The docu-
mentation may take the form of a copy 
of the agency’s contract that incor-
porates this subpart in its provisions or 
a statement from the agency records 
officer that certifies that the facility 
meets the standards in this subpart. An 
agency must provide the documenta-
tion for each separate commercial 
records storage facility where its 
records will be stored. Documentation 
must be sent to the Director, Space 
and Security Management Division 
(NAS), National Archives and Records 
Administration, 8601 Adelphi Road, 
College Park, MD 20740–6001. The agen-
cy must submit updated documenta-
tion to NARA every 10 years if it con-
tinues to store records in that commer-
cial records storage facility. 

§ 1228.242 What does an agency have 
to do to certify a fire-safety detec-
tion and suppression system? 

(a) Content of documentation. The 
agency must submit documentation to 
the Director, Space and Security Man-
agement Division (NAS), National Ar-
chives and Records Administration, 
8601 Adelphi Road, College Park, MD 
20740–6001, that describes the space 
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being protected (e.g., the type and 
stacking height of the storage equip-
ment used, or how the space is de-
signed, controlled, and operated) and 
the characteristics of the fire-safety 
detection and suppression system used. 
The documentation must demonstrate 
how that system meets the require-
ment in § 1228.230(s) through: 

(1) A statement that the facility is 
using a NARA certified system as de-
scribed in Appendix B to this part; 

(2) A report of the results of inde-
pendent live fire testing (Factory Mu-
tual, Underwriters Laboratories or 
equivalent); or 

(3) A report of the results of com-
puter modeling, and a certification by 
a licensed fire protection engineer that 
the system has been designed to limit 
the maximum anticipated loss in any 
single fire event to a maximum of 300 
cubic feet of records destroyed by fire. 
If this method of demonstrating com-
pliance is chosen, the description of the 
system must include specific references 
to any industry standards used in the 
design, such as those issued by the Na-
tional Fire Protection Association (see 
NFPA 13, NFPA 231, NFPA 231C, NFPA 
232 and NFPA 232A). 

(b) NARA action. (1) NARA will ap-
prove the fire-safety detection and sup-
pression system within 10 work days if 
NARA has previously approved the sys-
tem design for similarly configured 
space or if a report of independent test-
ing of a new system design is furnished 
as documentation. 

(2) If, in NARA’s judgment, the sup-
porting documentation provided in ac-
cordance with paragraph (a)(3) of this 
section clearly demonstrates compli-
ance with § 1228.230(s), NARA will ap-
prove the fire-safety detection and sup-
pression system within 30 calendar 
days. 

(3) If NARA questions whether sup-
porting documentation demonstrates 
compliance with § 1228.230(s), NARA 
will consult the appropriate industry 
standards body or other qualified ex-
pert before making a determination. 
Before any consultation, NARA may 
ask the agency for additional clari-
fying information. NARA will notify 
the requesting agency within 30 cal-
endar days of receipt of the request 
that consultation is necessary and will 

provide a final determination within 60 
calendar days. If NARA does not ap-
prove the system, NARA will furnish a 
full explanation of the reasons for its 
decision. 

(4) NARA will maintain a list of ap-
proved alternative systems. 

§ 1228.244 When may NARA conduct 
an inspection of a records storage 
facility? 

(a) At the time an agency submits a 
request to establish an agency records 
center, pursuant to § 1228.240, NARA 
may conduct an inspection of the pro-
posed facility to ensure that the facil-
ity complies fully with the standards 
in this subpart. NARA may also con-
duct periodic inspections of agency 
records centers so long as such facility 
is used as an agency records center. 
NARA will inspect its own records cen-
ter facilities on a periodic basis to en-
sure that they are in compliance with 
the requirements of this subpart. 

(b) Agencies must ensure, by con-
tract or otherwise, that agency and 
NARA officials, or their delegates, 
have the right to inspect commercial 
records storage facilities to ensure that 
such facilities fully comply with the 
standards in this subpart. NARA may 
conduct periodic inspections of com-
mercial records storage facilities so 
long as agencies use such facilities to 
store agency records. The using agen-
cy, not NARA, will be responsible for 
paying any fee or charge assessed by 
the commercial records storage facility 
for NARA’s conducting an inspection. 

(c) NARA will contact the agency op-
erating the records center or the agen-
cy holding a contract with a commer-
cial records storage facility in advance 
to set a date for the inspection. 

Subpart L—Transfer of Records to 
the National Archives of the 
United States 

SOURCE: 45 FR 5705, Jan. 24, 1980, unless 
otherwise noted. Redesignated at 50 FR 15723, 
Apr. 19, 1985, and further redesignated at 64 
FR 67667, Dec. 2, 1999. 

§ 1228.260 Authority. 
(a) Transfer of records. The Archivist 

of the United States is authorized by 44 
U.S.C. 2107 to: 

VerDate Aug<31>2005 08:43 Oct 31, 2005 Jkt 205136 PO 00000 Frm 00877 Fmt 8010 Sfmt 8010 Y:\SGML\205136.XXX 205136



868 

36 CFR Ch. XII (7–1–05 Edition) § 1228.262 

(1) Accept for deposit with the Na-
tional Archives of the United States 
the records of a Federal agency or of 
the Congress determined by the Archi-
vist of the United States to have suffi-
cient historical or other value to war-
rant their continued preservation by 
the U.S. Government; and 

(2) Direct and effect the transfer to 
the National Archives of the United 
States of Federal agency records that 
have been in existence for more than 30 
years and that have been determined 
by the Archivist of the United States 
to have sufficient historical or other 
value to warrant their continued pres-
ervation by the U.S. Government. 

(b) Custody of records transferred. 
Under 44 U.S.C. 2108, the Archivist of 
the United States is responsible for the 
custody, use, and withdrawal of records 
transferred to him. 

(c) Transferred records subject to statu-
tory or other restrictions. When records, 
the use of which is subject to statutory 
limitations and restrictions, are so 
transferred, permissive and restrictive 
statutory provisions concerning the ex-
amination and use of records applica-
ble to the head of the transferring 
agency are applicable to the Archivist 
of the United States and the employees 
of the National Archives and Records 
Administration. 

[54 FR 2111, Jan. 19, 1989. Redesignated at 55 
FR 27433, July 2, 1990, as amended at 57 FR 
22432, May 28, 1992] 

§ 1228.262 Types of records to be trans-
ferred. 

(a) General. Records that have been 
determined by the Archivist of the 
United States to have sufficient histor-
ical or other value to warrant preserva-
tion; i.e., appraised by NARA and iden-
tified as permanent records, are nor-
mally transferred to the National Ar-
chives of the United States when: 

(1) They are 30 years old; or 
(2) At any age when: 
(i) The originating agency no longer 

needs to use the records for the purpose 
for which they were created or in its 
regular current business; or 

(ii) Agency needs will be satisfied by 
use of the records in NARA research 
rooms or by copies of the records; and 
restrictions on the use of records are 
acceptable to NARA and do not violate 

the Freedom of Information Act (5 
U.S.C. 552). Records appraised as per-
manent that are not yet eligible for 
transfer because of agency needs or re-
strictions may be stored in a Federal 
records center pending transfer. (See 
subpart I of this part.) 

(b) Archival depositories. NARA re-
serves the right to determine and 
change the archival depository in 
which records transferred to the Na-
tional Archives of the United States 
are stored. Such determinations are 
normally made as follows: 

(1) Presidential libraries. Records ap-
propriate for preservation in a Presi-
dential library because they can most 
effectively be used in conjunction with 
materials already in that library. 

(2) Regional Archives. (i) Records of 
field offices of Federal agencies, except 
for records of agency field offices lo-
cated in the Washington, DC area; 

(ii) Records including both head-
quarters and field office records of re-
gional agencies such as the Tennessee 
Valley Authority; and 

(iii) Other records determined by 
NARA to be of primarily regional or 
local interest. 

(3) National Archives Building and 
other Washington, DC area depositories. 
(i) Records of Washington, DC area 
field offices of Federal agencies and 
other records relating to the District of 
Columbia and the Washington, DC 
area, such as records of the National 
Capital Planning Commission; 

(ii) All other records not deposited in 
a Presidential library or Regional Ar-
chives. 

[42 FR 57315, Nov. 2, 1977, as amended at 46 
FR 60206, Dec. 9, 1981. Redesignated and 
amended at 50 FR 15723, 15725, Apr. 19, 1985. 
Redesignated at 55 FR 27433, July 2, 1990, as 
amended at 57 FR 22432, May 28, 1992] 

§ 1228.264 Certification for retention 
of records in agency custody. 

(a) Permanent records shall be trans-
ferred to the National Archives of the 
United States when the records have 
been in existence for more than 30 
years unless the head of the agency 
which has custody of the records cer-
tifies in writing to the Archivist that 
the records must be retained in agency 
custody for use in the conduct of the 
regular current business of the agency. 
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Records that are scheduled in a NARA- 
approved records schedule to be trans-
ferred to the National Archives of the 
United States after a specified period 
of time are subject to the certification 
requirement only if the records are not 
transferred as scheduled. 

(b) In order to certify that records 
must be retained for the conduct of 
regular current business, an agency 
should consider the following factors: 

(1) Character of use (to be retained by 
an agency, records should be used for 
the normal routine business of the 
agency at the time of certification); 

(2) Frequency of use (to be retained 
by an agency, records should be used 
more than one time per month per file 
unit); and, 

(3) Preservation of the records (to be 
retained by an agency, permanently 
valuable records should be preserved in 
accordance with NARA guidelines). 

(c) The written certification of need 
of a series of 30-year-old records for 
current agency business must: 

(1) Include a comprehensive descrip-
tion and location of records to be re-
tained; 

(2) Cite the NARA approved author-
ity for the disposition of the records if 
scheduled (SF 115 item number); 

(3) Describe the current business for 
which the records are required; 

(4) Estimate the length of time the 
records will be needed by the agency 
for current business (if no date is pro-
vided by the agency, approved certifi-
cation requests will be effective for a 
maximum of five years); 

(5) Explain why the current needs of 
the agency cannot be met by the serv-
ices NARA provides for records depos-
ited with the National Archives of the 
United States; and, 

(6) If the records are being retained 
to enable the agency to provide routine 
public reference, cite the statute au-
thorizing this agency activity. 

(d) NARA will not accept an agency 
certification that a specific body of 
records over 30 years old, regardless of 
physical form or characteristics, is 
being used for the ‘‘conduct of the reg-
ular current business,’’ if that agency 
is retaining such records primarily to: 

(1) Provide to persons outside the 
agency access which can be provided by 
NARA; or 

(2) Function as an agency archives, 
unless specifically authorized by stat-
ute or NARA. 

[57 FR 22433, May 28, 1992] 

§ 1228.266 Audiovisual records. 
The following types of audiovisual 

records appraised as permanent shall 
be transferred to the National Archives 
as soon as they become inactive or 
whenever the agency cannot provide 
proper care and handling of the 
records, including adequate storage 
conditions, to facilitate their preserva-
tion by the National Archives (see part 
1232 of this chapter). In general the 
physical types described below con-
stitute the minimum record elements 
for archival purposes that are required 
to provide for future preservation, du-
plication, and reference needs. 

(a) Motion pictures. (1) Agency-spon-
sored or produced motion picture films 
(e.g., public information films) whether 
for public or internal use: 

(i) Original negative or color original 
plus separate optical sound track; 

(ii) Intermediate master positive or 
duplicate negative plus optical track 
sound track; and, 

(iii) Sound projection print and video 
recording, if both exist. 

(2) Agency-acquired motion picture 
films: Two projection prints in good 
condition or one projection print and 
one videotape. 

(3) Unedited footage, outtakes and 
trims (the discards of film productions) 
that are properly arranged, labeled, 
and described and show unstaged, 
unrehearsed events of historical inter-
est or historically significant phe-
nomena: 

(i) Original negative or color origi-
nal; and 

(ii) Matching print or videotape. 
(b) Still pictures. (1) For black-and- 

white photographs, an original nega-
tive and a captioned print although the 
captioning information can be main-
tained in another file such as a data 
base if the file number correlation is 
clear. If the original negative is ni-
trate, unstable acetate, or glass based, 
a duplicate negative on a polyester 
base is also needed. 

(2) For color photographs, the origi-
nal color negative, color transparency, 
or color slide; a captioned print of the 
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original color negative; and/or cap-
tioning information as described above 
if for an original color transparency or 
original color slide; and a duplicate 
negative, or slide, or transparency, if 
they exist. 

(3) For slide sets, the original and a 
reference set, and the related audio re-
cording and script. 

(4) For other pictorial records such as 
posters, original art work, and film-
strips, the original and a reference 
copy. 

(c) Sound recordings. (1) Disc record-
ings: 

(i) For conventional disc recordings, 
the master tape and two disc pressings 
of each recording, typically a vinyl 
copy for playback at 331⁄3 revolutions 
per minute (rpm). 

(ii) For compact discs, the origina-
tion recording regardless of form and 
two compact discs. 

(2) For analog audio recordings on 
magnetic tape (open reel, cassette, or 
cartridge), the original tape, or the 
earliest available generation of the re-
cording, and a subsequent generation 
copy for reference. Section 1232.30(d) of 
this subchapter requires the use of 
open-reel analog magnetic tape for 
original audio recordings. 

(d) Video recordings. (1) For videotape, 
the original or earliest generation vid-
eotape and a copy for reference. Sec-
tion 1232.30(c) of this subchapter re-
quires the use of industrial-quality or 
professional videotapes for use as origi-
nals, although VHS copies can be 
transferred as reference copies. 

(2) For video discs, the premaster vid-
eotape used to manufacture the video 
disc and two copies of the disc. Video 
discs that depend on interactive soft-
ware and nonstandard equipment may 
not be acceptable for transfer. 

(e) Finding aids and production docu-
mentation. The following records shall 
be transferred to the National Archives 
with the audiovisual records to which 
they pertain. 

(1) Existing finding aids such as data 
sheets, shot lists, continuities, review 
sheets, catalogs, indexes, list of cap-
tions, and other documentation that 
are helpful or necessary for the proper 
identification, or retrieval of audio-
visual records. Agencies should contact 
the appropriate Special Media Archives 

Services Division unit, to determine 
the type of hardware and software that 
is currently acceptable for transfer to 
the National Archives as an agency 
electronic finding aid that will accom-
pany its audiovisual records. In gen-
eral, however, agencies must transfer 
two copies of the electronic finding aid, 
one in its native format with its field 
structure documented, and a second 
copy in a contemporary format avail-
able at the time of transfer that NARA 
will be able to support and import to 
its database. 

(2) Production case files or similar 
files that include copies of production 
contracts, scripts, transcripts, and ap-
propriate documentation bearing on 
the origin, acquisition, release, and 
ownership of the production. 

[61 FR 32336, June 24, 1996, as amended at 66 
FR 27027, May 16, 2001] 

§ 1228.268 Cartographic and architec-
tural records. 

The following classes of cartographic 
and architectural records appraised as 
permanent should be transferred to the 
National Archives as soon as they be-
come inactive or whenever the agency 
cannot provide the proper care and 
handling of the materials to guarantee 
their preservation. 

(a) Maps and charts. (1) Manuscript 
maps; printed and processed maps on 
which manuscript changes, additions, 
or annotations have been made for 
record purposes or which bear manu-
script signatures to indicate official 
approval; and single printed or proc-
essed maps that have been attached to 
or interfiled with other documents of a 
record character or in any way made 
an integral part of a record. 

(2) Master sets of printed or proc-
essed maps in the custody of the agen-
cy by which they were issued. Such 
master sets should be kept segregated 
from the stock of maps held for dis-
tribution and from maps received from 
other agencies. A master set should in-
clude one copy of each edition of a 
printed or processed map issued. 

(3) Computer-related and computer- 
plotted maps that cannot be repro-
duced by the National Archives be-
cause of destruction of the magnetic 
tapes or other stored data or because of 
the unavailability of ADP equipment. 
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(4) Index maps, card indexes, lists, 
catalogs, or other finding aids that 
may be helpful in using the maps 
transferred. 

(5) Records related to preparing, com-
piling, editing, or printing maps, such 
as manuscript field notebooks of sur-
veys, triangulation and other geodetic 
computations, and project folders con-
taining specifications to be followed 
and appraisals of source materials to 
be used. 

(b) Aerial photography and remote sens-
ing imagery. (1) Vertical and oblique 
negative aerial film, conventional air-
craft. 

(2) Annotated copy negatives, inter-
negatives, rectified negatives, and 
glass plate negatives from vertical and 
oblique aerial film, conventional air-
craft. 

(3) Annotated prints from aerial film, 
conventional aircraft. 

(4) Infrared, ultraviolet, multispec-
tral (multiband), video, imagery radar, 
and related tapes, converted to a film 
base. 

(5) Indexes and other finding aids in 
the form of photo mosaics, flight line 
indexes, coded grids, and coordinate 
grids. 

(c) Architectural and related engineer-
ing drawings. (1) Design drawings, pre-
liminary and presentation drawings, 
and models which document the evo-
lution of the design of a building or 
structure. 

(2) Master sets of drawings which 
document the condition of a building 
or structure in terms of its initial con-
struction and subsequent alterations. 
This category includes final working 
drawings, ‘‘as-built’’ drawings, shop 
drawings, and repair and alteration 
drawings. 

(3) Drawings of repetitive or standard 
details of one or more buildings or 
structures. 

(4) ‘‘Measured’’ drawings of existing 
buildings and original or photocopies of 
drawings reviewed for approval. 

(5) Related finding aids and specifica-
tions to be followed. 

[42 FR 57315, Nov. 2, 1977. Redesignated at 50 
FR 15723, Apr. 19, 1985, and 55 FR 27433, July 
2, 1990, as amended at 57 FR 22433, May 28, 
1992] 

§ 1228.270 Electronic records. 
(a) Timing of transfers. Each agency is 

responsible for the integrity of the per-
manent records it transfers on physical 
media to the National Archives of the 
United States. For records transferred 
by a media-less method, NARA works 
with the agency to ensure integrity of 
the records during the transfer process. 
To ensure that permanent electronic 
records are preserved, each Federal 
agency must transfer electronic 
records to NARA promptly in accord-
ance with the agency’s records disposi-
tion schedule. Furthermore, if the 
agency cannot provide proper care and 
handling of the media (see part 1234 of 
this chapter), or if the media are be-
coming obsolete and the agency cannot 
migrate the records to newer media, 
the agency must contact NARA to ar-
range for timely transfer of permanent 
electronic records, even when sooner 
than provided in the records schedule. 

(b) Temporary retention of copy. Each 
agency must retain a second copy of 
any permanent electronic records that 
it transfers to the National Archives of 
the United States until it receives offi-
cial notification from NARA that the 
transfer was successful and that NARA 
has assumed responsibility for con-
tinuing preservation of the records. 

(c) Transfer media. This paragraph 
covers the transfer of permanent 
records to the National Archives; it 
does not apply to the use or storage of 
records in agency custody. See 36 CFR 
1234.30 for the requirements governing 
the selection of electronic records stor-
age media for current agency use. The 
agency must use only media that is 
sound and free from defects for trans-
fers to the National Archives of the 
United States; the agency must choose 
reasonable steps to meet this require-
ment. The approved media and media- 
less transfer forms are open reel mag-
netic tape, magnetic tape cartridge; 
Compact-Disk, Read Only Memory 
(CD-ROM); and File Transfer Protocol 
(FTP) as described in paragraphs (c) 
(1), (2) and (3) of this section. 

(1) Magnetic tape. Agencies may 
transfer electronic records to the Na-
tional Archives on magnetic tape as 
follows: 

(i) Open-reel magnetic tape must be 
on 1⁄2 inch 9-track tape reels recorded 
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at 1600 or 6250 bpi that meet ANSI 
X3.39–1986, American National Stand-
ard: Recorded Magnetic Tape for Infor-
mation Interchange (1600 CPI, PE) or 
ANSI X3.54–1986, American National 
Standard: Recorded Magnetic Tape for 
Information Interchange (6250 CPI, 
Group Coded Recording), respectively. 

(ii) Tape cartridges may be 18-track 
3480-class cartridges. The 3480-class 
cartridge must be recorded at 37,871 bpi 
that meet ANSI X3.180–1990, American 
National Standard: Magnetic Tape and 
Cartridge for Information Inter-
change—18-Track, Parallel, 1⁄2 inch 
(12.65 mm), 37871 cpi (1491 cpmm), 
Group-Coded—Requirements for Re-
cording. The data must be blocked at 
no more than 32,760 bytes per block. 

(iii) Tape cartridges may be DLTtape 
IV cartridges that must be recorded in 
an uncompressed format. Agencies in-
terested in transferring scheduled elec-
tronic records using a Tape Archive 
(TAR) utility should contact NARA’s 
Electronic and Special Media Records 
Services Division (NWME), 8601 
Adelphi Rd., College Park, MD 20740– 
6001 or by email to cer@nara.gov to ini-
tiate transfer discussions. The data 
must be blocked at no more than 32,760 
bytes per block and must conform to 
the standards cited in the table as fol-
lows: 

If you are copying 
the records on . . . . . . then, the standard below applies. 

DLTtape IV With a 
DLT 4000 drive.

ISO/IEC 15307:1997, First edition, De-
cember 1, 1997, Information tech-
nology—Data interchange on 12,7 
mm 128-track magnetic tape car-
tridges—DLT 4 format (20 GB na-
tive, 40 GB compressed, 1.5 MB/ 
sec). 

DLTtape IV with a 
DLT 7000 drive.

ISO/IEC 15896:1999, First edition, De-
cember 15, 1999, Information tech-
nology—Data interchange on 12,7 
mm 208-track magnetic tape car-
tridges—DLT 5 format (35 GB na-
tive, 70 GB compressed, 5.0 MB/ 
sec). 

DLTtape IV with a 
DLT 8000 drive.

ISO/IEC 16382:2000, First edition, May 
15, 2000, Information technology— 
Data interchange on 12,7 mm 208- 
track magnetic tape cartridges—DLT 
6 format (40 GB native, 80 GB com-
pressed, 6.0 MB/sec). 

(2) Compact-Disk, Read Only Memory 
(CD-ROM). Agencies may use CD-ROMs 
to transfer electronic records sched-
uled to be preserved in the National 
Archives. The files on such a CD-ROM 
must comply with the format and doc-

umentation requirements specified in 
paragraphs (d) and (e) of this section. 

(i) CD–ROMs used for this purpose 
must conform to ANSI/NISO/ISO 9660– 
1990, American National Standard for 
Volume and File Structure of CD-ROM 
for Information Exchange. 

(ii) Permanent electronic records 
must be stored in discrete files. The 
CD-ROMs transferred may contain 
other files, such as software or tem-
porary records, but all permanent 
records must be in files that contain 
only permanent records. Agencies must 
indicate at the time of transfer if a CD- 
ROM contains temporary records and, 
if so, where those records are located 
on the CD-ROM. The agency must also 
specify whether NARA should return 
the CD-ROM to the agency or dispose 
of it after copying the permanent 
records to an archival medium. 

(iii) If permanent electronic records 
that an agency disseminates on CD- 
ROM exist on other media, such as 
magnetic tape, the agency and NARA 
will mutually agree on the most appro-
priate medium for transfer of the 
records to the National Archives of the 
United States. 

(3) File Transfer Protocol. Agencies 
may use File Transfer Protocol (FTP) 
to transfer electronic records sched-
uled for preservation at the National 
Archives of the United States. The files 
transferred via FTP must comply with 
the format and documentation require-
ments specified in paragraphs (d) and 
(e) of this section. 

(i) FTP file structure may use the 64- 
character Joliet extension naming con-
vention only when letters, numbers, 
dashes (-), and underscores (l) are used 
in the file and/or directory names, with 
a slash (\) used to indicate directory 
structures. Otherwise, FTP file struc-
ture must conform to an 8.3 file nam-
ing convention and file directory struc-
ture as cited in ANSI/NISO/ISO 9660– 
1990, American National Standard for 
Volume and File Structure of CD-ROM 
for Information Exchange. 

(ii) Permanent electronic records 
must be stored in discrete files, sepa-
rate from temporary files. All perma-
nent records must be transferred in 
files that contain only permanent 
records. 
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(iii) When permanent electronic 
records may be disseminated through 
other types of mechanisms (e.g., mag-
netic tape, CD-ROM), the agency and 
NARA will mutually agree on the most 
appropriate medium for transfer of the 
records to the National Archives and 
will select the appropriate files for 
FTP transfer. Several important fac-
tors may limit the use of FTP as a 
transfer method, including the number 
of records, record file size, and avail-
able bandwidth. NARA will retain ap-
proval for appropriateness of FTP as 
the selected mechanism for each sched-
uled records transfer based on certain 
criteria (file size, FTP transfer rate, 
record classification, etc.). Agencies in-
terested in sending electronic records 
scheduled for transfer to NARA 
through FTP must contact NARA’s 
Electronic and Special Media Records 
Services Division (NWME), 8601 
Adelphi Rd., College Park, MD 20740– 
6001 or by email to cer@nara.gov to ini-
tiate the transfer discussions. 

(iv) Each permanent electronic 
records transfer must be preceded with 
a signed Agreement to Transfer 
Records to the National Archives of 
the United States (Standard Form 258) 
sent to the Office of Records Services— 
Washington, DC (NWME), 8601 Adelphi 
Road, College Park, MD 20740–6001. 

(d) Formats. The agency may not 
transfer to the National Archives elec-
tronic records that are in a format de-
pendent on specific hardware and/or 
software. The records shall be written 
in ASCII or EBCDIC with all control 
characters and other non-data char-
acters removed (except as specified in 
paragraphs (d) (1), (2), and (3) of this 
section). The records must not be com-
pressed unless NARA has approved the 
transfer in the compressed form in ad-
vance. In such cases, NARA may re-
quire the agency to provide the soft-
ware to decompress the records. 

(1) Data files and databases. Data files 
and databases shall be transferred to 
the National Archives as flat files or as 
rectangular tables; i.e., as two-dimen-
sional arrays, lists, or tables. All 
‘‘records’’ (within the context of the 
computer program, as opposed to a 
Federal record) or ‘‘tuples,’’ i.e., or-
dered collections of data items, within 
a file or table should have the same 

logical format. Each data element 
within a record should contain only 
one data value. A record should not 
contain nested repeating groups of data 
items. The file should not contain ex-
traneous control characters, except 
record length indicators for variable 
length records, or marks delimiting a 
data element, field, record, or file. If 
records or data elements in different 
files need to be linked or combined, 
then each record must contain one or 
more data elements that constitute 
primary and/or foreign keys enabling 
valid linkages between the related 
records in separate files. 

(2) Textual documents. Electronic tex-
tual documents shall be transferred as 
plain ASCII files; however, such files 
may contain Standard Generalized 
Markup Language (SGML) tags. 

(3) Digital spatial data files. Digital 
spatial data files shall be transferred to 
NARA in accordance with the Spatial 
Data Transfer Standard (SDTS) as de-
fined in the Federal Information Proc-
essing Standard 173–1 (June 10, 1994) 
which is incorporated by reference. 
Digital geospatial data files created on 
systems procured prior to February 
1994 which do not have a SDTS capa-
bility are exempt from this require-
ment. Agencies should consult with 
NARA for guidance on transferring 
noncompliant digital geospatial data 
files created between February 1, 1994 
and the effective date of this para-
graph. The standard cited in this para-
graph is available from the National 
Technical Information Service, Depart-
ment of Commerce, Springfield, VA 
22161. When ordering, cite 
FIPSPUB173–1, Spacial Data Transfer 
Standard (SDTS). This standard is also 
available for inspection at the National 
Archives and Records Administration 
(NARA). For information on the avail-
ability of this material at NARA, call 
202–741–6030, or go to: http:// 
www.archives.gov/federallregister/ 
codeloflfederallregulations/ 
ibrllocations.html. This incorporation 
by reference was approved by the Di-
rector of the Federal Register in ac-
cordance with 5 U.S.C. 552(a) and 1 CFR 
part 51. These materials are incor-
porated by reference as they exist on 
the date of approval and a notice of 
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any change in these materials will be 
published in the FEDERAL REGISTER. 

(4) Other categories of electronic 
records. Agencies should identify any 
foreseeable problems in the possible 
transfer of potentially permanent elec-
tronic records in accordance with para-
graphs (d) (1), (2), and (3) of this section 
at the time the records are scheduled. 
Special transfer requirements agreed 
upon by NARA and the agency shall be 
included in the disposition instruc-
tions. 

(5) NARA consultation. The agency 
shall consult with NARA for guidance 
on the transfer of types of electronic 
records other than those prescribed in 
paragraphs (d) (1), (2), and (3) of this 
section. 

(e) Documentation. Documentation 
adequate to identify, service and inter-
pret electronic records that have been 
designated for preservation by NARA 
shall be transferred with the records. 
This documentation shall include com-
pleted NARA Form 14097, Technical De-
scription for Transfer of Electronic 
Records, and a completed NARA Form 
14028, Information System Description 
Form, or their equivalents. Where pos-
sible, agencies should submit required 
documentation in an electronic form 
that conforms to the provisions of this 
section. 

(1) Data files. Documentation for data 
files and data bases must include 
record layouts, data element defini-
tions, and code translation tables 
(codebooks) for coded data. Data ele-
ment definitions, codes used to rep-
resent data values and interpretations 
of these codes must match the actual 
format and codes as transferred. 

(2) Digital spatial data files. Digital 
spatial data files shall include the doc-
umentation specified in paragraph 
(e)(1) of this section. In addition, docu-
mentation for digital spatial data files 
may include metadata that conforms 
to the Federal Geographic Data Com-
mittee’s Content Standards for Digital 
Geospatial Metadata, as specified in 
Executive Order 12906 of April 11, 1994 
(3 CFR, 1995 Comp., p. 882). 

(3) Documents containing SGML tags. 
Documentation for electronic files con-
taining textual documents with SGML 
tags shall include a table for inter-

preting the SGML tags, when appro-
priate. 

(f) Incorporation by reference. The fol-
lowing publications cited in this sec-
tion are available from the American 
National Standards Institute (ANSI), 
25 West 43rd Street, 4th floor, New 
York NY 10036 or electronically at 
http://www.ansi.org/. All these standards 
are also available for inspection at the 
National Archives and Records Admin-
istration (NARA). For information on 
the availability of this material at 
NARA, call 202–741–6030, or go to: http:// 
www.archives.gov/federallregister/ 
codeloflfederallregulations/ 
ibrllocations.html.This incorporation 
by reference was approved by the Di-
rector of the Federal Register in ac-
cordance with 5 U.S.C. 552(a) and 1 CFR 
part 51. These materials are incor-
porated by reference as they exist on 
the date of approval and a notice of 
any change in these materials will be 
published in the FEDERAL REGISTER. 

ANSI X3.39–1986, American National 
Standard: Recorded Magnetic Tape for 
Information Interchange (1600 CPI, 
PE). 

ANSI X3.54–1986, American National 
Standard: Recorded Magnetic Tape for 
Information Interchange (6250 CPI, 
Group Coded Recording). 

ANSI X3.180–1990, American National 
Standard: Magnetic Tape and Cartridge 
for Information Interchange—18-Track, 
Parallel, 1⁄2 inch (12.65 mm), 37871 cpi 
(1491 cpmm), Group-Coded—Require-
ments for Recording. 

ANSI/NISO/ISO 9660–1990, American 
National Standard for Volume and File 
Structure of CD-ROM for Information 
Exchange. 

ISO/IEC 15307:1997, First edition, De-
cember 1, 1997, Information tech-
nology—Data interchange on 12.7 mm 
128-track magnetic tape cartridges— 
DLT 4 format. 

ISO/IEC 15896:1999, First edition, De-
cember 15, 1999, Information tech-
nology—Data interchange on 12.7 mm 
208-track magnetic tape cartridges— 
DLT 5 format. 

ISO/IEC 16382:2000, First edition, May 
15, 2000, Information technology—Data 
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interchange on 12.7 mm 208-track mag-
netic tape cartridges—DLT 6 format. 

[62 FR 54584, Oct. 21, 1997, as amended at 66 
FR 27027, May 16, 2001; 67 FR 79518, Dec. 30, 
2002] 

§ 1228.272 Transfer of records to the 
National Archives of the United 
States. 

(a) Policy. (1) Federal records will be 
transferred to NARA’s legal custody 
into the National Archives of the 
United States only if they are listed as 
permanent on an SF 115, Request for 
Records Disposition Authority, ap-
proved by NARA since May 14, 1973, or 
if they are accretions (continuations of 
series already accessioned) to holdings 
of the National Archives. Transfers are 
initiated by submission of an SF 258, 
Agreement to Transfer Records to the 
National Archives of the United States. 

(2) Each SF 258 must relate to a spe-
cific records series, as identified on the 
SF 115, Request for Records Disposition 
Authority, in accumulations of one or 
more consecutive years. 

(b) Initiation of request to transfer. (1) 
NARA will provide the SF 258 for 
records scheduled for immediate trans-
fer on an SF 115 approved after Sep-
tember 30, 1987. NARA will send the SF 
258 to the agency with the approved SF 
115. The agency will sign and return 
the SF 258 to the address indicated on 
the form. 

(2) Future transfers of series in agency 
space. Sixty days before the scheduled 
date of transfer to the National Ar-
chives of the United States, the trans-
ferring agency must submit an SF 258 
to the Office of Records Services— 
Washington, DC (NWMD), 8601 Adelphi 
Road, College Park, MD 20740–6001, or 
to the appropriate Regional Records 
Services facility if so provided on the 
SF 115. NARA will determine whether 
specified restrictions are acceptable 
and whether adequate space and equip-
ment are available. 

(3) Future transfers of series in Federal 
Records Centers. NARA will initiate the 
SF 258 and send it to the agency 90 
days before the scheduled transfer 
date. The agency shall approve or dis-
approve the SF 258 and send it to the 
address indicated on the form 60 days 
before the scheduled transfer date. 

(c) Physical and legal transfer. The Of-
fice of Records Services—Washington, 
DC (NWMD), will provide shipping or 
delivery instructions to the agency or 
Federal Records Center. Legal custody 
of the records passes to NARA when 
the NARA official signs the SF 258 ac-
knowledging receipt of the records. 

[52 FR 34134, Sept. 9, 1987. Redesignated at 55 
FR 27433, July 2, 1990, as amended at 57 FR 
22432, 22434, May 28, 1992; 63 FR 35829, July 1, 
1998; 64 FR 67668, Dec. 2, 1999; 66 FR 27027, 
May 16, 2001] 

§ 1228.274 Restrictions on transferred 
records. 

(a) General. Before records are trans-
ferred to the National Archives, the 
head of an agency may state in writing 
restrictions that appear to him or her 
to be necessary or desirable in the pub-
lic interest on the use or examination 
of records. The head of an agency must, 
however, justify and cite the statute or 
Freedom of Information Act exemption 
(5 U.S.C. 552(b)) that authorizes placing 
restrictions on the use or examination 
of records being considered for trans-
fer. If the Archivist agrees, restrictions 
will be placed on the records. 

(b) Records less than 30 years old. Un-
less required by law, the Archivist will 
not remove or relax restrictions placed 
upon records less than 30 years old 
without the concurrence in writing of 
the head of the agency from which the 
material was transferred or of his or 
her successor, if any. If the transfer-
ring agency has been terminated and 
there is no successor in function, the 
Achivist is authorized to relax, remove 
or impose restrictions in the public in-
terest. 

(c) Records 30 or more years old. After 
the records have been in existence for 
30 years or more, statutory or other re-
strictions referred to in this section 
shall expire unless the Archivist deter-
mines, after consulting with the head 
of the transferring agency, that the re-
strictions shall remain in force for a 
longer period. Such restrictions may be 
extended by the Archivist beyond 30 
years only for reasons consistent with 
standards established in relevant stat-
utory law, including the Freedom of In-
formation Act (5 U.S.C. 552). Restric-
tions are systematically extended be-
yond 30 years where agencies advise 
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NARA on the SF 258 that a particular 
category of records requires such pro-
tection. NARA has identified specific 
categories of records, including classi-
fied information and information that 
would invade the privacy of an indi-
vidual, which may require extended 
protection beyond 30 years. See 36 CFR 
part 1256. 

[57 FR 22434, May 28, 1992] 

§ 1228.276 Records subject to the Pri-
vacy Act of 1974. 

For records constituting systems of 
records subject to the Privacy Act of 
1974 (5 U.S.C. 552a), the agency shall at-
tach to the SF 258 the most recent 
agency Privacy Act system notice cov-
ering the records. 

[57 FR 22434, May 28, 1992] 

§ 1228.278 Release of equipment. 
Equipment received with the transfer 

of records to the National Archives 
will, when emptied, normally be re-
tained by NARA or disposed of in ac-
cordance with applicable excess prop-
erty regulations, unless the transfer-
ring agency requests its return. 

[42 FR 57316, Nov. 2, 1977. Redesignated at 50 
FR 15723, Apr. 19, 1985, and 55 FR 27433, July 
2, 1990] 

§ 1228.280 Use of records transferred 
to the National Archives. 

(a) In accordance with 44 U.S.C. 2108, 
restrictions lawfully imposed on the 
use of transferred records will be ob-
served and enforced by NARA to the 
extent to which they do not violate 5 
U.S.C. 552. The regulations in sub-
chapters B and C of this title, insofar 
as they relate to the use of records in 
the National Archives of the United 
States apply to official use of the 
records by Federal agencies as well as 
to the public. 

(b) In instances of demonstrated 
need, and subject to any restrictions on 
their use, records deposited in the Na-
tional Archives may be borrowed for 
official use outside the building in 
which they are housed by Federal agen-
cies and the Congress, subject to the 
following conditions: 

(1) Documents of high intrinsic value 
shall not be removed from the building 
in which they are housed except with 
the written approval of the Archivist; 

(2) Records will not be loaned to en-
able agencies to answer routine ref-
erence inquiries from other agencies or 
the public; 

(3) Records in fragile condition, or 
otherwise deteriorated to an extent 
that further handling will endanger 
them, will not be loaned; 

(4) Each official who borrows records 
shall provide a receipt for them at the 
time they are delivered and shall be re-
sponsible for their prompt return upon 
the expiration of the loan period speci-
fied by NARA; and 

(5) Each official who borrows com-
puter magnetic tapes shall assume re-
sponsibility for proper care and han-
dling of the tapes. 

[42 FR 57316, Nov. 2, 1977. Redesignated at 50 
FR 15723, Apr. 19, 1985, and amended at 50 FR 
26935, June 28, 1985. Redesignated at 55 FR 
27433, July 2, 1990, as amended at 57 FR 22434, 
May 28, 1992] 

§ 1228.282 Disposal clearances. 

No records of a Federal agency still 
in existence will be disposed of by 
NARA except with the written concur-
rence of the agency concerned or as au-
thorized on Standard Form 258, Agree-
ment to Transfer Records to the Na-
tional Archives of the United States. 

[66 FR 27027, May 16, 2001] 
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[64 FR 67648, Dec. 2, 1999] 

APPENDIX B TO PART 1228—ALTER-
NATIVE CERTIFIED FIRE-SAFETY DE-
TECTION AND SUPPRESSION SYS-
TEM(S) 

1. General. This Appendix B contains infor-
mation on the Fire-safety Detection and 
Suppression System(s) tested by NARA 
through independent live fire testing that 
are certified to meet the requirement in 
§ 1228.230(s) for storage of Federal Records. 
Use of a system specified in this appendix is 
optional. A facility may choose to have an 
alternate fire-safety detection and suppres-
sion system approved under § 1228.242. 

2. Specifications for NARA facilities using 15 
foot high records storage. NARA fire-safety 
systems that incorporate all components 
specified in paragraphs 2.a. through o. of this 
appendix have been tested and certified to 
meet the requirements in § 1228.230(s) for an 
acceptable fire-safety detection and suppres-
sion system for storage of Federal records. 

a. The records storage height must not ex-
ceed the nominal 15 feet (±3 inches) records 
storage height. 

b. All records storage and adjoining areas 
must be protected by automatic wet-pipe 
sprinklers. Automatic sprinklers are speci-
fied herein because they provide the most ef-
fective fire protection for high piled storage 
of paper records on open type shelving. 

c. The sprinkler system must be rated at 
no higher than 285 degrees Fahrenheit uti-
lizing quick response (QR) fire sprinkler 
heads and designed by a licensed fire protec-
tion engineer to provide the specified density 
for the most remote 1,500 square feet of floor 
area at the most remote sprinkler head in 
accordance with NFPA 13 (1996), Standard for 
the Installation of Sprinkler Systems. For 
facilities with roofs rated at 15 minutes or 
greater, provide 1⁄2″ QR sprinklers rated at no 
higher than 285 degrees Fahrenheit designed 
to deliver a density of 0.30 gpm per square 
foot. For unrated roofs, provide 0.64″ QR 
‘‘large drop’’ sprinklers rated at no higher 
than 285 degrees Fahrenheit. For facilities 
using 7 or 8 shelf track files, use QR sprin-
klers rated at no higher than 285 degrees 
Fahrenheit. For new construction and re-
placement sprinklers, NARA recommends 
that the sprinklers be rated at 165 degrees 
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Fahrenheit. Installation of the sprinkler sys-
tem must be in accordance with NFPA 13 
(1996), Standard for the Installation of Sprin-
kler Systems. 

d. Maximum spacing of the sprinkler heads 
must be on a 10-foot grid and the positioning 
of the heads must provide complete, unob-
structed coverage, with a clearance of not 
less than 18 inches from the top of the high-
est stored materials. 

e. The sprinkler system must be equipped 
with a water-flow alarm connected to an au-
dible alarm within the facility and to a con-
tinuously staffed fire department or an Un-
derwriters Laboratory approved central 
monitoring station (see UL 827, Central-Sta-
tion Alarm Services (April 23, 1999)) with re-
sponsibility for immediate response. 

f. A manual fire alarm system must be pro-
vided with a Underwriters Laboratory ap-
proved (grade A) central monitoring station 
service or other automatic means of noti-
fying the municipal fire department. A man-
ual alarm pull station must be located adja-
cent to each exit. Supplemental manual 
alarm stations are permitted within the 
records storage areas. 

g. All water cutoff valves in the sprinkler 
system must be equipped with automatic 
closure alarm (tamper alarm) connected to a 
continuously staffed station, with responsi-
bility for immediate response. If the sprin-
kler water cutoff valve is located in an area 
used by the public, in addition to the tamper 
alarm, the valves must be provided with 
frangible (easily broken) padlocks. 

h. A dependable water supply free of inter-
ruption must be provided including a contin-
uous site fire loop connected to the water 
main and sized to support the facility with 
only one portion of the fire loop operational. 
This normally requires a backup supply sys-
tem having sufficient pressure and capacity 
to meet both fire hose and sprinkler require-
ments for 2-hours. A fire pump connected to 
an emergency power source must be provided 
in accordance with NFPA 20 (1996), Standard 
for the Installation of Centrifugal Fire 
Pumps, when adequate water pressure is not 
assured. In the event that public water 
mains are not able to supply adequate vol-
umes of water to the site, on-site water stor-
age must be provided. 

i. Interior fire hose stations equipped with 
a 11⁄2 inch diameter hose may be provided in 
the records storage areas if required by the 
local fire department, enabling any point in 
the records storage area to be reached by a 
50-foot hose stream from a 100-foot hose lay. 
If provided, these cabinets must be marked 
‘‘For Fire Department Use Only.’’ 

j. Where fire hose cabinets are not re-
quired, fire department hose outlets must be 
provided at each floor landing in the building 
core or stair shaft. Hose outlets must have 
an easily removable adapter and cap. 
Threads and valves must be compatible with 

the local fire department’s equipment. Spac-
ing must be so that any point in the record 
storage area can be reached with a 50-foot 
hose stream from a 100-foot hose lay. 

k. In addition to the designed sprinkler 
flow demand, 500 gpm must be provided for 
hose stream demand. The hose stream de-
mand must be calculated into the system at 
the base of the main sprinkler riser. 

l. Fire hydrants must be located within 250 
feet of each exterior entrance or other access 
to the records storage facility that could be 
used by firefighters. Each required hydrant 
must provide a minimum flow capacity of 500 
gpm at 20 psi. All hydrants must be at least 
50 feet away from the building walls and ad-
jacent to a roadway usable by fire apparatus. 
Fire hydrants must have at least two, 21⁄2 
inch hose outlets and a pumper connection. 
All threads must be compatible with local 
standards. 

m. Portable water-type fire extinguishers 
(21⁄2 gallon stored pressure type) must be pro-
vided at each fire alarm striking station. 
The minimum number and locations of fire 
extinguishers must be as required by NFPA 
10 (1994), Standard for Portable Fire Extin-
guishers. 

n. Single level catwalks without automatic 
sprinklers installed underneath may be pro-
vided in the service aisles if the edges of all 
files in the front boxes above the catwalks 
are stored perpendicular to the aisle (to min-
imize files exfoliation in a fire). Where pro-
vided, the walking surface of the catwalks 
must be of expanded metal at least .09-inch 
thickness with a 2-inch mesh length. The 
surface opening ratio must be equal or great-
er than 0.75. The sprinkler water demand for 
protection over bays with catwalks where 
records above the catwalks are not perpen-
dicular to the aisles must be calculated hy-
draulically to give .30 gpm per square foot 
for the most remote 2,000 square feet. 

[64 FR 67660, Dec. 2, 1999] 

PART 1230—MICROGRAPHIC 
RECORDS MANAGEMENT 

Subpart A—General 

Sec. 
1230.1 What does this part cover? 
1230.2 What is the authority for this part? 
1230.3 Publications incorporated by ref-

erence. 
1230.4 Definitions. 

Subpart B—Program Requirements 

1230.7 What must agencies do to manage 
microform records? 
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